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FBAEANGR b

* The August 2002, (tentative date) third edition, of ETA Handbook |
No. 408, for the Wrk Opportunity Tax Credit (WOTC) Program and the
Wel fare-to-Wk Tax Credit (WWC describes and explains the
nodi fications to the WOTC program and a new provi sion introduced by the
Job Creation and Wrker Assistance Act of 2002 (P.L. 107-147). Al so,
this edition includes a series of |egislative updates since 1998, policy
changes and clarifications to past program practices previously issued
as directives to the State Wrkforce Agencies (SWAs), and a newy
revi sed ETA Form 9058, Report No. 2. The nmjority of the clarifications
and/or new information are the result of the coordinated efforts of the
menbers of a National Wrk Goup, that met twice in the Sumrer of 2001
to seek ways to sinplify and streamine the tax credits’ working cycle.

. The Internal Revenue Code of 1986, Section 51, as anended
specifies that the “SWAs” are the "desi gnated" agenci es responsi ble for
admini stering the WOTC and WWC certification procedures of this
program Al so, the programs enacting |egislation, the Small Business
Job Protection Act of 1996 (P.L. 104-188), defines a "designhated | ocal
agency (DLA)," as a ‘State Workforce Agency or SESA --now referred to as
the State Wrkfroce Agency or SWA, according to the Wrkforce |nvestnent |
Act of 1998-- established by the Wagner-Peyser Act of 1933, as anended.
WOTC and WWIC certification decisions by the SWAs nust conformto al
Internal Revenue Service rules and regulations (41, 51A and 1400L,
I nternal Revenue Code) governing the operation of these two tax credits
and to the policies and interpretations of the US Enploynent
Service/ AAM S, U.S. Departnment of Labor (USDQL).

* This third edition reiterates the key role that private sector
enpl oyers --large, nediumand small-sized-- represent for the success of
both tax credits. For smaller enployers, every new hire represents sone
i nvestnment and high risk on their part since hires fromthe different
targeted groups are viewed as *representing an even higher risk and
nonetary investnent. To this end, the adnministration of the program
shoul d be designed so the two tax credits can be easily obtainable and
not inpose a significant adnministrative burden on the participating
enpl oyers.

* Enhanced quality control designed to pronbte program integrity
renmains a primary program objective. DLAs/ SWAs have the primary |
responsibility for quality control and have the flexibility to apply the
docunentation and verification activities in a manner that is reasonabl e
and consistent with States’ resources and the legislative intent of both

tax credits.
I
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THE WORK OPPRIUNRIY Aax ferReD] T PROGRAM

BACKGROUND

* A

Ceneral The Work Qpportunity Tax Credit (WOTC) Program
was created by the Small Business Job Protection Act of
1996 (P.L. 104-188) and the Welfare-to-Wrk Tax Credit
(WWC) was created by the Taxpayer Relief Act of 1997
(P.L. 105-34). These two tax credits were reauthorized
by the Ticket to Work and Wrk Incentives | nprovenent
Act of 1999 (Public Law 106-170) through Decenber 31,
2001. On Decenber 31, 2001 the credits’ |legislative
authority expired.

On March 9, 2002 --after a three-nonth hiatus-- the
President signed into law the Job Creation and Wrker
Assi stance Act of 2002 --the Act-- (Public Law 107-147)
reaut hori zi ng and extending the WOTC and WWtax credits
for 24 nonths, under Sections 51, 51A and 1400L of the
I nternal Revenue Code (IRC) and creating a new target
group under the WOTC program The new target group is
the “New York Liberty Zone Business Enpl oyee (NYLZBE)
[ Recipient].” This target group applies only to those
wor kers and enployers (located in the New York Gty
Li berty Zone, South of Canal Street in the Borough of
Manhattan) affected by the Septenber 11, 2001 terrorist
attack. This reauthorization applies to new hires who
begin work, for an enployer on or after January 1, 2002
t hrough Decenber 31, 2003.

The WOTC program was designed to help individuals from
certain groups who consistently have had a particularly
hi gh unenpl oynent rate. The Act changed the WOTC to a
two-tiered credit based on how long the individual is
enpl oyed. The actual amount of the tax credit depends
on several factors, including the target group of the
applicant and the amount of wages earned. (For

informati on on the WWC see, Chapter—+V-1).

There are nine (9) target group designations for the
expanded WOTC program The target group titles and
desi gnations are as foll ows:

< Qualified I'V-A Recipient (A

% Qualified Veteran (B)

< Qualified Ex-felon (O

% EZ/ EC/ RC Hi gh-Ri sk Youth (D)

< Vocati onal Rehabilitation Referral (E)

% EZ/ EC/ RC Qualified Summer Youth Enpl oyee (F)
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% Qual i d og\ St cipient (G

< Cualilpgd plgggnﬁil Security I ncome
Reci pi ent (H)

< New York Liberty Zone Busi ness Enpl oyee (1)

Under Tier 1 of the Two-Tier Retention Period introduced
by the Act, before claimng the tax credit, enployers
must enploy the WOTC eligible for at |east 120 hours but
less than 400 hours to qualify for a credit of 25
percent of up to $6,000 in wages for a maxi numcredit of
$1, 500. Under Tier 2, enployers nust enploy the WOIC
eligible for at I east 400 hours or nore to qualify for a
credit of 40 percent of up to $6,000 in wages for a
maxi mum credit of $2,400. This is calculated using the
actual wages paid or incurred.

Legi slative Authority WOTCWW  Sections 604, 605 and
1400L of the Job Creation and Wrker Assistance Act of
2002 (P.L. 107-147), March 9, 2002 for the WOTC Program
Sec. 1002 for the WOIC program and 1003 for the WW Tax
Credit of the Tax and Trade Relief Extension Act of
1998, part of the Omibus Consolidated and Energency
Suppl enental Appropriations Act of 1999, (P.L. 105-277),
Cctober 21, 1998; 26 U.S.C. §§51 and 51A; and Sections
51 and 51A of the Internal Revenue Code of 1986,
respectively, as anended.

Legi sl ative Intent.

1. The WOTC was designed to appeal to a wi de range of
enpl oyers, to inpose a mnimal burden upon
participating enployers, and to pronote the hiring
of target group individuals. The Wirk Opportunity
Tax Credit was designed specifically to streamine
the eligibility determnation process used by
previous tax prograns as well as to close the gaps
t hat appeared between and within sonme target group
desi gnat i ons.

2. The W W Tax Credit was desi gned to appeal
range of enpl oyees, to inpose a m ninmal burden on
partici pating enployers, and pronote the hiring of
| ong-term wel fare assistance recipients. The WW
credit was designed to use the sanme certification
process as is in place for the WOTC target group
menbers.

3. The Departnents of Treasury and Labor share
admnistrative responsibility for the WOTC program
Treasury, through the Internal Revenue Service
(IRS), admnisters the tax provisions of the
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credit. Lgbyr,[hr ghEIhe npl oynment and Trai ni ng
Adm ni stra mE&d& wards grants to States for
admnistration of the eligibility determnati on and
Certification provisions. Certifications are
i ssued by the State Workforce Agencies (SWAs), also
knowmn as "Designated Local Agencies (DLAs)"
establi shed in accordance with the Act of June 6,
1933, as anended (29 U. S.C. 49-49n, the "Wagner-
Peyser Act"). \Were a "SESA, now SWA" no | onger
exists, and the Enploynent Service functions
traditionally performed by the SWA are incorporated
into another State agency approved by the State
Legislature, that agency wll then be the DLA
havi ng approval authority for Certifications.

D. WOTC/ W W and Enpl oynent and Trai ni ng Obj ectives

1

The WOTC and WWC are intended to further the
partnership between the enploynent and training
system and the private sector in dealing wth
probl ens of the di sadvantaged and the unenpl oyed.
These two tax credits are significant conplenents
to the welfare reform effort and can be used as
incentives for enployers to hire regular as well as
| ong-term wel fare recipients. DLAs should narket
WOTC and WWICs in this vein

Enhanced quality control designed to pronote
program integrity remains a primry program
obj ective. The procedures provided in this Handbook
are integrated to allow for a standardized,
reportable audit system DLAs have the primry
responsibility for quality control and have the
flexibility to apply the docunentation and
verification provisions in a manner that is both
reasonabl e and consistent with State resources and
the legislative intent of both the WOTC and the WW
tax credits. The WO WW audit process wll serve
as a mmjor basis for assuring programintegrity.

* E. Ef fecti ve Date.

Quidelines in the ET Handbook 408, Third Edition,
Cct ober 2002 (Tentative Date), are effective upon
receipt.
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1. WORK OPPORTUNI TY TAXS?EFQT ﬁO\/I‘_SI 0‘13

A

Target Goups At-A-dance The following pages offer a
conplete and concise view of nodifications to specific
target groups, and definitions for the new target group
created, one under the WOTC and the three categories of the
Long- Term Fam |y Assi stance Recipient created al so under
the Welfare-to-Wrk Tax Credit, including the specific
WOTC/WW | aw, target group requirenents and information
regardi ng the calculation of the credits.
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Qualifipd [RV-A HEciPi ent
target group designation (A

This target group refers to any individual who is certified by the
Desi gnated Local Agency as being a nenber of a famly:

< recei vi ng AFDC/ TANF, or benefits under a succes
program for any 9 nonths during the 18-nonth peri od
endi ng on the hiring date.

The tax credit for this target group is calculated at the rate of
25% of the qualified first-year wages up to $6, 000 for enployees
wor ki ng, at |east 120 hours but |ess than 400 hours. This allows a
maxi mum credit amount of $1,500. For enpl oyees working at | east
400 hours or nore, the credit is calculated at the rate of 40% of
the qualified first-year wages up to $6, 000. This allows a
maxi mum credit amount of $2, 400.

2. AIV-ARecipient is, for purposes of the WOIC, a fam |y nenber
who is specifically listed on the grant; only such famly nenbers
are nmake the enployer eligible to receive the credit. Medicaid and
nedi care are not |V-A benefits

*3. HHHs Met hod for Counting Months - according to the Departnent
of Heal th, Housing and Human Services, receipt of benefits for as
little as one day in a nonth counts as benefits received for the
entire nonth (i.e, 1 day = 1 nonth).

(R-4/02)
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Qualfhf iRd Aefer dn

target group designation (B)

This target group refers to any veteran certified by the
Desi gnat ed Local Agency as one who:

% is a nenber of a famly receiving assistance under
a Food Stanmp Program under the Food Stanp Act of
1977 for, at least, a 3-nmonth period during the 15-

nmonth period ending on the hiring date; ( See
Section 51(d)(3) of the IRS Code of 1986, as
anended)

< has served on active duty (other than active duty
for training) in the Arned Forces of the United
States for a period of nore than 180 days, or was
di scharged or released from active duty in the
Armed Forces of the United States for a service-
connected disability; and

R
**

did not have any day during the 60-day period
ending on the hiring date which was a day of
"extended active duty” in the Armed Forces of the
United States. The term "extended active duty"”
nmeans a period of nore than 90 days during which
the individual was on active duty, other than
active duty for training.

*

o Di shonorably D scharged -

The tax credit for this target group is calculated at the rate of
25% of the qualified first-year wages up to $6, 000 for enpl oyees
wor ki ng at | east 120 hours but |ess than 400 hours. This allows a
maxi mum credit amount of $1,500. For enpl oyees working at | east
400 hours or nore, the credit is calculated at the rate of 40% of
the qualified first-year wages up to $6, 000. This allows a
maxi mum credit anmount of $2, 400.
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Qual [y ipd BAx-[EelPn

target group designation (C

This target group refers to any person certified by the Designated
Local Agency as one who:

% has been convi ct ed of a f el ony under
the United States or any State; and

< has a hiring date which is not nore than one (1)
year after the last date on which he/she was so
convicted or was rel eased from prison; and

< is a nmenber of an economcally disadvantaged
famly.

The definition of the Ex-Felon target group has been clarified, in
past |legislation, to treat an individual as convicted if a State
Court places the individual on probation w thout a finding of

* guilty (i.e., deferred adjudication, for definition pls., see

p. 11-12).

Ex- Fel ons who are participating in a transitional program e.g.,
work release, are eligible for the WOIC program if they were
convicted of a felony and are nenbers of an economcally
di sadvant aged fam|ly.

The tax credit for this target group is calculated at the rate of
25% of the qualified first-year wages up to $6, 000 for enpl oyees
wor ki ng at | east 120 hours but |ess than 400 hours. This allows a
maxi mum credit amount of $1,500. For enpl oyees working at | east
400 hours or nore, the credit is calculated at the rate of 40% of
the qualified first-year wages up to $6, 000. This allows a
maxi mum credit anmount of $2, 400.

* A nmenber of an econonically disadvantaged fam |y means being a
menber of a famly which had an income during the 6 nonths
i medi ately preceding the earlier of the nonth in which such
i ncone determ nation occurs or the nonth in which the hiring date
occurs, which, on an annual basis, would be 70 percent or |ess of
the Bureau of Labor Statistics Lower Living Standard |ncone
*Level s. In addition, a determ nation that an individual is a
menber of an econom cal ly disadvantaged famly is valid for a 45-
day period beginning on the date of the determ nation.

(R- 4/ 02)
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H @h- R sk YUt
* EZ/ EC and Renewal Commrunities H gh-Ri sk Youth
target group designation (D)

This target group refers to any person certified by the Designated
Local Agency as one who:

< is at least age 18, but not yet age 25, on the
hiring date; and

* < has his/her "principal place of abode" within an
enpower nent zone (EZ), e+ enterprise conmunity
(ECQ or renewal comunity (RQC)

* I n the case of a high-risk youth, the termqualified wages shal
not include wages paid or incurred for services perfornmed while
he/ she |ived outside an EZ, er EC or RC.

The tax credit for this target group is calculated at the rate of
25% of the qualified first-year wages up to $6, 000 for enployees
wor ki ng at | east 120 hours but |ess than 400 hours. This allows a
maxi mum credit amount of $1,500. For enpl oyees working at | east
400 hours or nore, the credit is calculated at the rate of 40% of
the qualified first-year wages up to $6, 000. This allows a
maxi mum credit amount of $2, 400.

(R- 4/ 02)



* WOTC - P.L. 107-147 ET HANDBOCK 408

*  Vocati onal [RRepabp i FatTon Ref err al

target group designation (E)

This target group refers to any person certified by the Designated
Local Agency as:

< having a physical or nental disability which, for
such individual, constitutes or results in a
substanti al handicap to enpl oynent; and
* < was referred to t he enpl oyeronpl eipom; of or
at—any—tire after—~conpleting or while receiving
rehabilitative servi ces pur suant to an
i ndividualized witten rehabilitation plan (IWRP)
under a State plan for vocational rehabilitation
servi ces approved under the Rehabilitation Act of
1973; or

* This change allows the State Wirkforce Agencies_or Designated
Local Agenci es to | ssue certifications to Vocat i ona
Rehabilitation (VR) Referrals for individuals who have received
rehabilitation services up to two years after recei pt of the | ast
VR services.

Note: Title IV. “Technical Corrections,” Section 4006, “Cher Anendnents,” of
t he Omi bus Consol i dated and Energency Suppl emental Appropriations Act of 1999
(P.L. 105-277), under (c)"Clerical Anendnents,” states the follow ng:

(1) Cause (i) of section 51(d)(6)(B) of the 1986 [Internal
Revenue] Code is anended by striking “rehabilitative plan” fromthe
[individualized witten rehabiltationplan (IWRP)] and inserting
“pl an of emnployment.” 1t should read, “individualized witten plan
for enploynent,” instead. (For |egislative | anguage see Appendi x |.
Conference Report to H R 4328, Mdking Omibus Consolidated and
Enmer gency Appropriations for Fiscal Year 1999, p. 944)

< a vocational rehabilitation program for veterans,
carried out wunder Chapter 31 of Title 38, US
Code.

The tax credit for this target group is calculated at the rate of
25% of the qualified first-year wages up to $6, 000 for enployees
working at least 120 hours but less than 400. This allows a
maxi mum credit of $1,500. For enpl oyees working at |east 400 hours
or nore, the credit is calculated at the rate of 40% of the
qualified first-year wages up to $6,000. This allows a maxinmum
credit amount of $2,400.
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* Qualifieq)SyRmey Youth Enpl oyee
. EZ/ EC and Renewal Conmunity Summer Yout h Enpl oyees |
target group designation (F)

This target group refers to any person certified by the Designated
Local Agency as one who:

< perfornms services for the enployer between May 1
and Septenber 15; and

< has attained age 16, but not yet age 18, on the
hiring date or, if later, on May 1 of the cal endar
year involved; and

< has not been enpl oyed by t he sane enpl oyer
the 90-day (summer) period between My 1 and
Sept enber 15; and

* < has her/his "principal place of abode" within an
enpower ment zone, e enterprise conmunity, or
renewal conmmunity (RC). In the case of a summer |

youth, the termqualified wages shall not include
wages paid or incurred for services perfornmed while
he/ she |ived outside of the zone.

* Special Rule for Continued Enpl oynent - |

The tax credit for this target group is calculated at a rate of
25% of the qualified first year's wages up to $3,000. This allows
a maxi mum credit amount of $750. For those enpl oyees working at
| east 400 hours or nore, the credit is calculated at the rate of
40% of the qualified wages up to $3,000 for a maxi mumtax credit
of $1, 200.
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Qual i fi ef) HRDAASt BhpTReci pi ent

target group designation (G

This target group refers to any person certified by the Designated
Local Agency as one who:

R
%

L (4

has attained the age of 18, but not
the hiring date; and

is a menber of a famly:

receiving assistance under a food stanp
program under the Food Stanp Act of 1977 for
the 6-nonth period ending on the hiring date;
or

receiving such assistance for at |east 3
nonths of the 5-nonth period ending on the
hiring date, in the case of an able-bodied
adult w thout dependents who eeases—to—be

eH-gible—for——food—stanps—under—the—work

! ] Fo A I
Act—of 1977 has been determned ineligible to
participate in the Food Stanp Program as the
result of a failure to conply with the work
requi renents of section 6(0) of the Food Stanp
Act of 1977.

Not e: An “abl e- bodi ed adul t wi t hout
dependents” is an individual who is subject to
section 6(0) of the Food Stanp Act (see
bel ow) . To comply with the requirenents of
section 6(0), an individual nmust (A work 20
hours or ore per week, averaged nmonthly: (B)
partici pate in and comply wi th t he
requirenents of a work programfor 20 hours or
nore per week, as determ ned by the SESA or
DLA; or (C participate in and conply with the
requi renents of a program under section 20 or
a conpar abl e program established by a State or
political subdivision of a State.

An individual is subject to section 6(0) of

the Food Stanp Act if he or she satisfies the
following: (a) is at |east age 18 but not 25,
(b) is physically and nentally fit for
enploynent, (c) is not responsible for a
dependent child, (d) is not pregnant, (e) is
not exenpt fromany of the requirenents listed
here because pf geography or a state’s

(R- 4/ 02)
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di scr ¢ty OR arNl (T doges not neet _any of the
fol | okZngl AxcEpPt i bns: 1(1) complies with the
work requirenents of Title V of the Social
Security Act, (2) recei ves unenpl oynent
conpensation, (3) is a drug or al cohol center
participant, or (4) is an eligible student.

The tax credit for this target group is calculated at the rate of
25% of the qualified first-year wages up to $6, 000 for enpl oyees
wor ki ng at | east 120 hours but |ess than 400 hours. This allows a
maxi mum credit amount of $1,500. For enpl oyees working at | east
400 hours or nore, the credit is calculated at the rate of 40% of

the qualified first-year wages up to $6, 000. This allows a
maxi mum credit anmount of $2, 400.

(R-4/02)
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Qual i fied Suppl fye@alp SErurity | ncone (SSI)
"Recipient
target group designation (H)

This target group refers to any individual who is certified by the
desi gnated | ocal agency as being an individual who is:

& receiving supplenental security income benefits
under Title XvI of +the Social Security Act
(tncluding benefits of the type described in
Section 1616 of the Social Security Act or Section
212 of Public Law 93-66) for any nonth ending
wi thin the 60-day period ending on the hiring date.

Note. Social Security Disability Income (SSDI) Recipient is not
the sane as Suppl enmental Security Income (SSI) Recipient.

The tax credit for this target group is calculated at the rate of
25% of the qualified first-year wages up to $6, 000 for enpl oyees
wor ki ng at | east 120 hours but |ess than 400 hours. This allows a
maxi mum credit amount of $1,500. For enpl oyees working at | east
400 hours or nore, the credit is calculated at the rate of 40% of
the qualified first-year wages up to $6, 000. This allows a
maxi mum credit anmount of $2, 400.

(R- 4/ 02)
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New Yor k Li bert e[BUA heEs | oyee( NYLZBE
y zgpgung i‘gn EFQ% yeel )

t ar get ati o )

This target group refers to:

a) individuals who perform substantially al
their services in the recovery zone for a
busi ness | ocated on or South of Canal Street,
East Broadway (East of its intersection with
Canal Street), or Gand Street (East of its
intersection with East Broadway) in the

Bor ough of Manhattan, New York, New York (the
New York Liberty Zone), or

< b) individuals who perform substantially al
their services in New York Gty for a business
that relocated fromthe New York Liberty Zone
el sewhere within New York Cty due to a
physi cal destruction or danage of their
wor kpl aces by the Septenber 11, 2001 terrorist
att ack.

The tax credit for this target group is calculated at the rate of
25% of the qualified first-year wages up to $6, 000 for enployees
wor ki ng at | east 120 hours but |ess than 400 hours. This allows a
maxi mum credit amount of $1,500. For enployees working at | east
400 hours or nore, the credit is calculated at the rate of 40% of
the qualified first-year wages up to $6, 000. This allows a
maxi mum credit amount of $2, 400.

(R- 4/ 02)
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Essenti al TermsD R A F T

Agency Declaration of Verification Results (ETA 9065) is
an optional USDOL-ETA form for DLA use only to record
the results of verification activities conducted by the
DLA. If the DLA elects to use an alternative formto
record verification results, the alternative form nust
contain all of the information that appears on ETA Form
9065.

Audit neans the post-issuance exam nation, perforned on
a quarterly basis by soneone other than the person who
approved the Certification, of a prescribed random
sanple of Certifications and supporting docunentation.

Certification (ETA 9063) is an optional formissued to
an enployer by a DLA, which certifies that the person
named on the Certification was determned to be a nenber
of a WOTC target group, a long-term Fam |y Assistance
Recipient, or both and wll, therefore, qualify the
speci fied enpl oyer, who receives the certification, to
claim the appropriate tax credit for qualified wages
paid to that person upon conpletion of the m ninmm
enpl oynent peri od.

Condi tional Certification (ETA 9062) is a required form
(formerly called a voucher) issued by a DLA or a
participating | ocal agency to an eligi ble WIIC appl i cant
before the applicant is hired. This is done to assi st
the applicant in his or her job search. These docunents
are tine-limted and require that the applicant still
meets all eligibility criteria at the tinme of hire.
Additionally, the enployer nust return the docunent
acconpanied by an IRS Form 8850 to the DLA not |ater
than the 21st day follow ng the individual's enpl oynent
start date.

Deferred Adjudication occurs when an individual is
accused of a felony and a State Court places the
i ndi vi dual on probation without a finding of guilty. For
WOTC purposes, this judgenent s treated as a
conviction. This qualifies an individual for the Ex-
felon target group. Not all State judicial systens use
“def erred adjudi cation,” although all procedures placing
accused felons on probation wthout a finding of guilty
shoul d be considered “deferred adjudication” for WOTC
pur poses.

Desi gnated Local Agency (DLA) neans a State Wrkforce
Agency (SESA) or the agency established in accordance

(R- 4/ 02)



* WOTC -

P. L. 107-147 ET HANDBOCK 408

wi th the Wagner Yy EDr t Jgne 6, 1933, as anended
(29 U S. C 49-4£§f.F% ﬁx FI qn

Enpl oyer Representative nmeans a person authorized to act
on behalf of any enployer in the WIC Certification
process; e.g., a managenent consultant, accountant, or
contractor. For this purpose, a valid Form 2848, Power
of Attorney and Declaration of Representative, to
execute Form 8850 or otherw se represent the enployer is
acceptable.”

Enpl oynent Starting Date is the date the person actually
begins working for the enployer. This may be, but is
not necessarily, the sane as the "hiring date". The
start date is the date that is critical when determ ning
tinmeliness of mailing the Pre-Screening Notice (PSN)

Enpower nent Zone/ Enterprise /Renewal Conmmunity refers to
an area or conbination of areas designated by the U S
Housi ng and Urban Devel opnent (HUD) and/or the United
States Departnment of Agriculture (USDA) that neet
certain population, size and poverty criteria. Thi s
definition does not include chanpion comunities.

??Extended Active Duty nmeans a period of nore than 90

days during which the person was on active duty (other

than U.S. Mlitary active duty for training). Persens
I el ol el ! L .

. od i ; I 2T :
e e This |l egislation does not
change the veterans' definitions for other enploynent
and training prograns adm ni stered by the Departnent of
Labor .

Fam | y/ Menber of a Famly - The definition of a
famly/ menber of a famly depends on the particular
targeted group for which a person will be certified.

Fam | y/ Menber of a Family Receiving Food Stanps (i.e.,
Food Stanp Recipient) refers to a nenber of a certified
food stanp "househol d* (i ncluding households certified
to participate under a Sinplified Food Stanp Program,
regardl ess of whether the individual is currently an
"ineligible household menber” or whether the househol d
has actually received its benefits. State agenci es need
not concern thenselves with whether the individual is a
menber of a "fam|ly" because information that m ght be
germane to whether a group of people constitutes a
"famly" is not required to be collected in the
determ nation of a household' s eligibility or benefit
| evel for the Food Stanp Program Note. To be "a nenber
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of a famly reE)i RQW@Y Assi stance to Needy
Fam | i es (TANFsWAFDS, 10 suctessor program" a job
applicant nust be listed on the grant.

| V- A Successor Program i ncl udes Tenporary Assistance for
Needy Fam lies (TANF) or any program enacted by the
Congress to replace it.

Hring Date is the date that a definite oral or witten
agreenent to enploy is reached between a jobseeker and a
prospective enployer, in which an enploynent starting
date is specified.

| ndi vi dual Characteristics Formis form ETA 9061 which
identifies applicants' categories of eligibility.

Menber of a Target G oup neans any person who neets the
eligibility criteria for one of the eight (8 WOIC
target groups.

M ni mrum Enpl oynent Period refers to the m ni num nunber
of hours an enployer nust retain a WOIC hire to get the
credit. Before claimng the credit, an enployer nust
enpl oy the WOTC eligible for a mi nimum of 400 hours of
service in order to qualify for the 40-percent credit or
120-399 hours in order to claimthe 25-percent credit.
This is also referred to as the "retention period”". No
credit is available for any enpl oyee who works | ess than
120 hours.

Non- Certified Individual neans an individual who has not
been previously certified eligible as a nenber of a
target group, by a participating, qualified certifying

WOTC agency. Requests for certification, in witing
(1.e., IRS Form 8850 "Pre-Screening Notice and
Certification Request), by an enployer, for " non-
certified" individuals nust Dbe received at the

Desi gnated Local Agency or submitted within 21 days of
t he enpl oynent start day.

Participating Local Agency is an organization authorized
via a Menorandum of Understanding or Cooperative
Agr eement with the DLA to issue Conditiona
Certifications for nenbers of specified target groups.

Pre-Screening Notice & Certification Request (PSN CR)
is the IRS Form 8850 conpleted "on or prior to" the job
of fer date indicating an applicant's potenti al
eligibility for a target group. The I RS 8850 Form nust
be submtted no later than the 21st day after the
enpl oynent start date.
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Principal Pl acDofRAboAle |:is That pl ace where one

physically lives while earning wages from an enpl oyer.

Qualified Ex-Felon is an individual that is an ex-felon
and is determned to be econom cally di sadvant aged, as

defined in Part 11, Section A of the Handbook, and based
on considerations of "famly," "famly size," and
"famly incone." These terns are defined bel ow

For the purposes of the ex-felon target group under
WOTC, a famly is: --

a. one or nore persons living in a single residence
who are related to each other by blood, narriage,
or adoption. A step-child or a step-parent is
considered to be related by marri age;

b. (1) for purposes of par agr aph "a. " above, one
or nore persons not living in the single
resi dence, but who wer e cl ai med as

"dependents” on another person's Federal
I ncome Tax return for the previous year, my
be presuned, unless otherw se denonstrated in
a manner satisfactory to the DLA (but not
including self-attestation), to be part of the
ot her person's famly;

(2) an ol der worker, 55 years of age or ol der
whether living in the residence or not, or a
handi capped individual 16 years of age or
ol der, may be considered a "famly of one;"

(3) a person 18 years or older, except as
provided in (2) above, including students at
coll ege, may be determned to be a "famly of
one" if he/she can denonstrate, in a manner
satisfactory to the DLA, that he/she received
less than 50 percent of support from the
famly during the nonths used for establishing
economc eligibility, and who is not the
principal earner, nor the spouse of the
principal earner. This may be done even if
the person was clainmed as a dependent on
anot her person's tax return for the previous
year.

(4) In sone instances, an individual who is

separated from a spouse nmay be considered a
"famly of one" if the absent spouse |ives
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ZBS{EQE?R prA/i c|'gs "To assistance to the

Famly Size is the maxi mum nunber of famly nenbers
during the inconme determ nation period.

Fam |y Income neans all income actually received from
all sources by all nenbers of the famly (as defined
above), during the incone determ nation period. The
follow ng exanples of "incl udabl e" I ncome and
"excludable” inconme are to be used in determ ning
economc eligibility for the Ex-Felon Target G oup only:

“I ncl udabl e” | ncone:

a. G oss wages and sal ary (before deductions);

b. Net self-enploynent incone (gross receipts
m nus operating expenses);

C. Money i ncone recei ved form other sour ces such
as:

® net rents;

@ Od Age and Survivors Insurance (QASI)
benefits under Title Il of the Social security
Act ;

® pensi ons;

® alinony; and

e periodic lifetime income from insurance
policy annuities, (if not precluded bel ow).

“Excl udabl e” | ncone:

a. Non-cash income such as food stanps, energy
assi stance or conpensation received in the form of
food or housing;

b. Inmputed val ue of owner-occupied property, i.e.
rental val ue;

c. Public assistance paynents, including vouchers
or scrip;

d. Cash paynents received pursuant to a State pl an
approved under Title | (Gants to States for Ad
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Age Assi stapcgDan i C Assi stance for the
Aged), Ti tIEZI R (Aa'\lst tlo States for A d and
Services to Needy Famlies Wth Children and for
Children Wlfare Services), Title X (Gants to
States for Ad to the Blind), Title XV

(Suppl enental Security Incone (SSI) for the Aged,
Blind and Disabled), of the Social Security Act;

e. Disability insurance paynents received under
Title 11 ( Feder al ad Age, Survi vors, and
Disability Insurance Benefits), of the Social
Security Act; and disability insurance paynents
received under Title IV (Black Lung Benefits) of
t he Federal Coal M ne Health and Safety Act;

f. Child support;

g. Federal, State or |ocal unenploynent insurance
paynent s;

h. Paynments to participants in enploynment and
trai ning prograns, except wages paid for Federal
anT,

i. Uncollected capital gains and | osses and assets
wi t hdrawn from a bank account;

]. One-tine unearned inconme, such as, but not

l[imted t o:
° Paynents received for a limted fixed
term i.e., for a set period or |length

of tinme, under i ncome mai ntenance

prograns and suppl enent al (private)
unenpl oynent benefits' plans;

° One-tinme or fixed term schol arshi ps and
fellowship grants, e.g., a fixed-term
scholarship may include Financial Ad
gr ant ed for ei t her one or t wo
consecutive senesters);

° Accident, health and casualty insurance
pr oceeds;

° Disability and death paynents, including
fixed-term (but not lifetinme) Ilife

i nsurance annuities and death benefits;

° One-tinme awards and gifts;
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° MER gge, F 'i'IncI udi ng fixed-term

° Fi xed-term wor ker' s conpensati on awar ds;
° Term nal | eave paynents;

° Soi | bank paynents;

o Agriculture crop stabilization paynents;
° Al aska oil trust fund disbursenents for

econon ¢ devel opnent; and
° Ganbl i ng.

K. Pay or allowance which were previously
received by any ex-service person while
serving on active duty in the Armed Forces
(this does not include National GGuard or
Reserve pay for training or active duty for
training);

l. For veterans, the following incone also is
excl uded: Anounts received as pay or allowance
while serving on active duty in the Arned

For ces; and educati onal assi stance and
conpensati on paynents to veterans and other
eligible persons under Chapt er 11

(Conpensation for Service Connected Disability
or Deat h) , Chapter 13 (Dependency and
| ndemmi ty Conpensation for Service Connected
Deat h) , Chapt er 31 (Vocati ona
Rehabilitation), Chapt er 34 (Veteran's
Educati onal Assistance), Chapter 35 (War
O phan's and Wdow s Educati onal Assi stance),
and Chapter 36 (Adm nistration of Educati onal
Benefits), of Title 38 U . S.C.; and

m Paynments received under the Trade  Act
and any anendnents.

Qualified Veteran is a individual who is a veteran as
defined in Part |Il, Section A of the Handbook.

Qual ity Review neans the review of WOTC forns and ot her
docunents, including the Certification itself, to ensure
that the required information is conplete, consistent
and accurately recorded. Quality reviews are perforned
at several key points in the eligibility determ nation
and Certification process.
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Two- Ti er Enplonghtheté%tiE% ég:iod (also referred to

as the "m ni num enpl oynent retention period") refers to
the m ni mum nunber of hours an enployer nust retain a
WOTC hire to get the credit. Under Tier 1, before
claimng the tax credit, enployers nust enploy the WOTC
eligible for, at least 120 hours but |ess than 400 hours
to qualify for a credit of 25 percent of up to $6,000 in
wages for a maximum credit of $1,500. Under Tier 2

enpl oyers nust enploy the WOTC eligible for at |east 400
hours or nore to qualify for a credit of 40 percent of
up to $6,000 in wages for a maxi num credit of $2,400.
The tax credit is calculated using the actual wages paid
or incurred.

Verification neans the process of ensuring or testing
the validity of all Certifications issued by the DLA,
including prelimnary eligibility and other supporting
docunent ati on. The wverification process includes
"Quality Reviews" and "Audits".

Wrk Release is a State-approved transitional program
usual |y commencing not earlier than 12-nonths prior to
rel ease, which prepares a felon for return to mai nstream
soci ety. Wrk release may include work inside or
outside the institution. Wrk release felons may be
eligible for the qualified ex-felon target group.

Except for work rel eases, persons currently incarcerated
are not eligible for the program because they are not
considered available for enploynent. I ndi vi dual s
convicted of a felony while in mlitary service may al so
be eligible under the ex-felon target gr oup.

QUALI FI ED WAGES AND SPECI AL RULES

A Qualified Wages. The Work Opportunity Tax Credit
is figured only on qualified first-year wages paid
or incurred to target group individuals who begin
work for the enployer after June 30, 1998 and
before July 1, 1999.

In general, "qualified wages" for WOTC purposes
means "wages" as defined by the Internal Revenue
Code (1 RC), Section 3306 (b).

1. Wages generally nean all renuneration paid for
enpl oynment, including non-nonetary paynents;
e.g., roomand board provided by the enpl oyer

To figure the credit, use "wages" as defined
in Section 3306 (hb) of the Federa
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Unenp \[ax[— A (FUTA) (determ ned
Wi thomangaA Fo ﬂ;y dollar Ilimtation
contained in such section).

Qualified First-Year Wages are wages that an
enpl oyee earns during the one-year period
whi ch begins the day the enpl oyee starts work.
The maxi mum anmount of wages to which the 25
or 40 percent credit nmay be applied shall not
exceed $6,000 of first-year wages for all
target groups, except qualified sumer youth,
whi ch may not exceed $3, 000.

Qualified Summer Youth WAages. The maxi mum
anount of wages to which the credit my be
applied shall not exceed $3,000 of first-year
wages for the qualified sunmmer youth group
(between May 1 and Sept. 15).

Eligibility of Resident Aliens and Non-
Ctizens. Al t hough an individual does not
have to be a United States citizen; e.g., a
resident alien to be a

target group nenber, the enployee's "citizen
status” may affect whether wages paid to the
i ndi vidual are "qualified wages" for claimng
the tax credit under the WOTC program

For purposes of that section and the WOTC
program there are two situations in which
remuneration for services is "wages" for
United States citizens, but is not "wages" if
the enployee is not a United States citizen.
They are as foll ows:

a. Remuneration for services perforned
outside the contiguous United States,
Al aska and Hawaii; e.g., Puerto Rico is

"wages, only if performed by a United
States citizen or by a Resident Alien
for an Anerican enployer. Renuneration
for services perfornmed for an Anmerican
enpl oyer outside the United States by an
individual who is not a United States
citizen or resident alien is not
"wages".

b. Renmuneration paid for services perforned

by a non-resident alien individual who
has a (J) visa for the period he/she
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ZZye te OLE$i| in the United States
noh-\i nin grdnt under subpar agr aph
(J) of Section 101 (a)(15) of the
Imm gration and Nationality Act as
anended [8 U . S.C. 1101 (a)(15)(J)], and
performed as specified in subparagraph
(J), as the case nmay be, is not "wages"

C. Thus, for purposes of the WOIC program
the credit cannot be extended to an
enpl oyer on wages pai d to t he
nonr esi dent enpl oyees referenced above
if Federal enploynent taxes are not
wi t hhel d. Not e. In the case of the
Commonweal th of Puerto Rico, enployers
who have a Federal incone tax liability
are eligible to participate in the WOTC
program and as such are eligible to
claim the WIC and/or the WW tax
credit(s) provided they neet all the
partici pating and tinmeliness
requi renents.

Agricultural and Railroad Enployees. A
different wage definition applies to certain
agricultural and railroad enpl oyees.

a. Agricul tural Enpl oyees.

(1) Qualified Wages. If, in any year a
WOTC eligible enployee perforns
services that qualify during nore
than half of any pay period as
agricultural labor for FUTA, use
the same wages that are subject to
the Social Security Tax (FICA) to
figure t he credit for t hat

enpl oyee. Count only the first
$6, 000 of the enployee's FI CA wages
for the calendar vyear. (A pay

period is 31 consecutive days or
less during which the enployer
ordinarily pays wages to the

enpl oyee.)

(2) Farm Labor Contractors. Except in
cases where the farnmer/grower pays
wages directly to the | aborers, the
farm | abor contract or is the
enpl oyer and i'S; t her ef ore,
entitled to the tax credit on WOTC
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[) rt'fifg aborers, i f t he
nfracfor has his/her own IRS
enpl oyer identification nunber.

(3) Non-Eligibility of H2A Wrkers. H
2A wor kers shoul d not be consi dered
to receive "wages" as defined
wi thin the nmeani ng of Sec. 3121(a),
and enpl oyers of these workers are
not eligible for Certifications
from the DLAs for enploynent of
such H 2A wor kers.

b. Rai | road Enpl oyees. |If nore than half of
to an enpl oyee during any year qualify under

the Railroad Unenploynment Insurance Act (RUA), figure the
credit by using wages subject to RU A tax, but w thout RU A

dollar limtati

6.

ons.

Trade or Busi ness Enpl oynent Wage3o cl ai m
the credit on an enpl oyee's wages, over half
of those wages paid during any tax year nust
be earned by the enployee in an enployer's
trade or business. Ther ef or e, mai ds,
chauffeurs and ot her enpl oyees who work only
in the hone are not qualified for the WOTC

On-the-Job Training Paynents. |f, for any
period, an enployer receives Federally funded
paynments for on-the-job training (QJT) for an
enpl oyee, none of the wages paid to that
enpl oyee for the QJT period qualify for the
WOTC

Wiile the wages paid to the enpl oyee during
the QJT period do not qualify the enpl oyer for
a tax credit, the tinme spent by the enpl oyee
receiving on-the-job training qualifies the
enpl oyer towards fulfilling the mninmm
enpl oyment period requirenment (or retention
period).

Exception: An enployer, while participating in
the Veterans-QJT program under Title 38 USC,
may claimthe WOTC on qualified wages paid to
certified enpl oyees because training
assi stance paynents under this program are
paid to the enpl oyee and not to the enpl oyer
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Exanpl anparyr, I997, a certified nmenber of
a tarQeCR;rﬁ egi nd work. From January 1
t hrough March 31, 1997, the enpl oyee received on-
the-job training, and the enployer received
Federally funded paynents for the on-the-job
training for that period. |In conputing the Wrk
OQpportunity Tax Credit, an enployer cannot use as
qual i fi ed wages any wages earned by that enpl oyee
for services between January 1 and March 31, 1997.

However, the one-year WOTC eligibility period is
calculated from January 1 and a Pre-Screening
Notice for Certification nust have been post nmarked

not later than January 22, 1997 for the enpl oyer
to be subsequently eligible for the remai nder of
the year's credit. The retention period begins
January 1, 1997. Wages paid for services from
April 1, 1997 through Decenber 31, 1997 are
qualified wages. Wages earned during the QT
contract period do not count toward the $6,000
limt on wages.

8. Wor k Suppl enent ati on Paynent s. The anount of
wages (which would otherwise be qualified
wages) 1is reduced by the anount of any
paynents received by the enpl oyer with respect
to the enployee under a program established
under Section 482(e) of the Social Security
Act .

Special Rules - Tier 1.

Credit Al lowed. Oredit allowed for the tax year is
twenty-five (25) percent of the qualified wages up
to $6, 000 ($3,000 for Sumrer Youth) for that year

Exanmple 1. On Cctober 1, 1997, a nenber of a target
group begins work for a cal endar-year taxpayer. In
1997, the enployee is paid $5, 000 in wages. Under Tier
1, the Work Qpportunity Tax Credit for 1997 is $1, 250
if this enployee worked, at |east 120 hours for this
enpl oyer; i.e., 25 percent of $5,000. See Table which
foll ows.

Qualified first-year wages: $5, 000

Mul tiplied by 25 percent . 25

TIER 1

1 - Decenber 31, 1997
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WOTC Credit for ]B?:R A F $I|'250

Qualified wages in 1998 eligible for the 25 percent credit
are limted to $1,000; that is, $6,000 |ess $5,000 paid in
1997. The ampunt of tax credit for 1998 is limted to $250;

i.e., $1,000 x 25 percent.

Exanpl e 2: Assune facts in Exanple 1. For services
from January 1, 1998 through March 31, 1998, the
enpl oyee is paid $3,000; i.e., for the remainder of the
year. Figure the tax credit for 1998 as foll ows:

Actual wages 1/1-3/31, 1998 =
Qualified wages: (1/1-3/31/98)
Mul tiplied by 25 percent

Total WOTC Credit 1998

Total WOTC Credit 1997

Total WOTC for Exs. 1 & 2

$3, 000
$1, 000
_ .25

250

+1, 250

$1, 500

(R- 4/ 02)



* WOTC -

C.

P. L. 107-147 ET HANDBOCK 408

Special Rules - TierD R A F T

1.

Credit Allowed. Credit allowed for the tax year is
forty (40) percent of the qualified wages for that year.

Exanple 1. On Cctober 1, 1997, a nmenber of a target group
begins work for a cal endar-year taxpayer. In 1997, the
enpl oyee is paid $5,000 in wages. Under Tier 2, the WOIC i s
$2,000 if the enmployee worked 400 hours or nore for this

enpl oyer; i.e., 40 percent of $5,000. See Tabl e which
foll ows.

TIER 2
Qualified first-year wages: $5, 000

Cctober 1 - Decenber 31, 1997

Mul tiplied by 40 percent .40
WOTC Credit for 1997: $2, 000

Qualified wages in 1998 eligible for the 40 percent credit are
l[imted to $1,000; that is, $6,000 | ess $5,000 paid in 1997.
The anpbunt of tax credit for 1998 is linmted to $400; i.e.,
$1, 000 x . 40.
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Exampl e 2: AssuLQ ngtSIQN1 E%agér; 1. For services from
January 1, 1998 through March 31, 1998, the enployee is paid
$3,000; i.e., for the remainder of the year. Figure the tax
credit for 1998 as foll ows:

Actual wages 1/1-3/31, 1998 = $3, 000
Qualified wages: (1/1-3/31/98) $1, 000
Mul tiplied by 40 percent .40
Total WOTC Credit 1998 400
Total WOTC Credit 1997 2, 000
Total WOTC for 1997 & 1998 $2, 400
NOTE: For certified enployees who conplete their nininm work

requi rement after the end of the enployer's tax year but before the
due date (including extensions) for the enployer's federal incone
tax return for the tax year in which the enpl oyee began work, the
enployer may claim the credit at the appropriate rate, i.e., 25
percent (120-399 hours) or 40 percent (400 or nobre hours) even
though all those hours were not worked until the succeeding tax
year.

2. Tax Liability Linitation. The WOTC, as a conponent of the
general business credit, is subject to the net tax liability
limtation of Section 38 of the Internal Revenue Code and the
carryback and carryover rules of Section 39.

3. Carryback and Carryover of Unused Oredits. |If, because of the
tax liability limtation, an enployer does not take the ful
anount of the WOTC credit arising in a taxable year begi nning
before January 1, 1998, he/she may claima refund of all or
part of the taxes paid in the three taxable years before the
year the credit arose. This can be done by carrying back the
unused credit to the earliest of the last three tax years,
then to the second earliest, and so on. Any credit that
cannot be taken in these years may be taken on future tax
returns for 15 years or wuntil the credit is all used,
whi chever cones first. |If a WOTC or WWtax credit arises in
a taxabl e year begi nning after Decenmber 31, 1997, the credit
may be carried back one year and forward 20 years.

4. Limtation on Unused Credit in a Carryback or Carryover Year
Unused WOTC credits that can be taken in a carryback or
carryover year cannot be nore than the tax Iliability

limtation for that year, less any WOIC tax credit that is:

a. earned in the carryback or carryover year, or
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b.

Cauti on:

clainmed in (F?ry veerearrfron1a year earlier than
t he current arl.

[I nternal Revenue] Code Section 39(a), below, as anended by

t he Taxpayer Relief Act of 1997 (P.L. 105-34) applies to credits
arising in tax years beginning after Decenmber 31, 1997.

5. (a)

In General --

(1) 1- YEAR CARRYBACK AND 20- YEAR CARRYFORWARD. [|f the
sum of the business credit carries forward to the
taxable year plus the amunt of the current year
busi ness credit for the taxable year exceeds the anount
of the limtation inposed by subsection (c)of section 38
for such taxable year (hereinafter in this section
referred to as the “unused credit year”), such excess (to
the extent attributable to the ampbunt of the current
year business credit) shall be:

(A) a business credit carryback to each of the 1
t axabl e year(s) preceding the unused credit year
and

(B) a business credit carryforward to each of the
20 taxabl e years followi ng the unused credit year,
and, subject to the limtations inposed by
subsections (b) and (c), shall be taken into
account by the provisions of section 38(a) in the
manner provided in section 38(a).

(2) AMOUNT CARRI ED TO EACH YEAR- -
(A) ENTIRE AMOUNT CARRIED TO FIRST YEAR The
entire ampbunt of the unused credit year shall be
carried to the earliest of the 22 taxable years to
which (by reference to paragraph (1)) such credit
may be carried.

(B) AMOUNT CARRI ED TO OTHER 21 YEARS. The anount
of the unused credit shall be carried to each of
the other 21 years to the extent that the credit
may not be taken into account under section 38(a)
for a prior taxable year because of the limtations

of subsections (b) and (c). (For legislative
| anguage see Appendix |. Internal Revenue Code of
1986, as anended, Sec. 39(a), “lncone Tax--Unused

Credits--Carryback/ Carryforward, ” p. 4355)

6. Nepoti sm

a.

No WOTC tax credit can be clained for wages paid to
relatives enployed by a taxpayer-enployer. The tax
credit is not valid if the enpl oyer/ enpl oyee
relationship is any of the foll ow ng:

(1) A son or daughter of the enployer or descendant of
a son or daughter;
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(2) A ste[:Dn R sﬁ@pdaEght;r of the enpl oyer;

(3) A brother, sister, stepbrother, or stepsister of
t he enpl oyer;

(4) A father or nother of the enployer, or an ancestor
of either;

(5) A stepfather or stepnother of the enpl oyer;
(6) The nephew or niece of the enployer;
(7) The uncle or aunt of the enployer; or,

(8 A son-in-law, daughter-in-law, father-in-Iaw,
nmot her-in-law, brother-in-law, or sister-in-I|aw of
t he enpl oyer.

b. Al so excluded is an enployee who is a dependent of the
enpl oyer who lives in his/her home, and is a nenber of
t he enpl oyer's househol d.

c. This rule also applies if the individual who is a nenber of
a targeted group is:

(1) The enployer; i.e., self-enployed;

(2) A sharehol der who owns nore than 50 percent of the
val ue of the outstanding stock of the enploying
corporation;

(3) A beneficiary, grantor, or fiduciary of the
enpl oyi ng estate or trust;

(4) A nmenber of an enploying partnership; or,

(5) A shareholder in a Subchapter S corporation that is
t he enpl oyer.

d. In addition, an enployee of an estate or trust is not
eligible for the credit if he or she is a grantor,
beneficiary or fiduciary of the estate or trust.

Non-qualifying Rehires. A person shall not qualify an
enpl oyer for the tax credit if, prior to the hiring date, the
person was enpl oyed by the enployer at any tinme during which
he/ she was not a nmenber of a targeted group. The person nust
have been WOTC-qualified and certified as such only the first
time she/he was hired by a particul ar enpl oyer.

Breaks in Enpl oynent. A WOTC-certified individual my
experience one or nmore breaks in enploynent; i.e., be laid off
or quit and be re-hired by the sanme enpl oyer, and continue to
qual i fy his/her enployer for the tax credit. However, the

enpl oyer may take the credit only on wages paid during the one
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year period (or -d peiog—forrqualified sumer youth)
begi nning on thﬁen'myrgnt 3 armng date, including any
breaks in enpl oynent. In determining whether an enployee
satisfies the "mninmum retention" period of enploynent, the
enpl oyer totals the cunulative days or hours the enployee
actually worked for the enployer during the enployee's first
year of enploynent.

9. Successor Enployers. |If an enployer acquires substantially
all the property used in the business, or a separate unit of
t he business of another enployer, the Wrk Opportunity Tax
Credit that can be taken on enpl oyees (of that enployer) who
conti nue work for the new successor enployer, may be limted.
Credit must be conputed under section 51(k) (1), with respect
to wages paid by such successor enployer in the sanme nmanner as
if such wages were paid by the predecessor enployer. This
nmeans that the successor enployer is entitled to claimonly

the remai ni ng bal ance of the credit.

Example: A worker receives $2,000 in wages from the
predecessor enpl oyer and subsequently receives $4,000 in
wages for the successor enployer within one year from
the date the worker started work for the predecessor
enpl oyer; the successor enployer may conpute his credit
on only $4, 000.
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V. THE VWELFARE-t 0- WORK QX BEDA F T

BACKGROUND

A Ceneral . The Welfare-to-Wrk (WW Tax Credit was
created by the Taxpayer Relief Act of 1997 --the Act--
(Public Law 105-34). The effective date for the WW Tax
Credit is January 1, 1998. It has been authorized for 18
nmont hs endi ng on June 30, 1999.

The new tax credit, added by Section 801 of the Act, is
avai l abl e to enpl oyers who hire individuals certified by
the DLA/ SESA as Long-Term Fam |y Assi stance Reci pi ents.
The credit is effective for wages paid to individuals who
begin work after Decenber 31, 1997, and before July 1,
1999.

The amount of the credit is 35 percent of qualifying
first-year wages and 50 percent of qualifying second-year
wages. For this purpose, wages include anounts
excludable fromincone relating to anounts received under
accident and health plans, anounts relating to
contributions by the enployer to accident and health
pl ans, educational assistance prograns, and dependent
care assi stance prograns. Up to $10,000 of wages, per
year, paid to these individuals nmay be considered in
determning the anount of the Welfare-to-Wrk tax credit.

* B. Legi slative H story. Section 801 of the Taxpayer Reli ef
Act of 1997 (Public Law 105-34); Section 51A of the
| nternal Revenue Code of 1986, as amended; and Section
1003 of the Tax and Trade Relief Extension Act of 1998
(P.L. 105-277).

(R- 4/ 02)



* WOTC - P.L. 107-147 ET HANDBOCK 408

V.  WELFARE- TO- WORK TAX C@DI R\IE%\PRWI SI'P\IS

A. Goup At-A-dance. The follow ng pages offer a conplete
and concise view of the group created by this Act,
including the definition, the specific WW Tax Credit
law, and the group's requirenents.
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» Long- Term FanR YAAFSI Jt ance Reci pi ent

group designation (I)

This group refers to any recipient certified by the Designated
Local Agency as one, who is a nmenber of a famly that:

< has received famly assistance (i.e., AFDC TANF or
a successor progran) for at |east 18 consecutive
nmont hs ending on the hiring date; or

* < has received famly assistance for a total of at
| east 18 nonths (whether or not the 18 nonths are
consecutive) beginning after the day of enactnent
(i.e., August 5, 1997), and has a hiring date that
is not nore than two years after the end of the
earliest 18-nonth period; or

* < whose AFDC/ TANF eligibility expired under a Federa
or State law after the day of enactnent (i.e.,
August 5, 1997), for applicants hired within two
years after their eligibility expired.

TANF neans Tenporary Assistance to Needy Fam li es.

A M ni mum Enpl oynent Period refers to the m ni mrum nunber of
hours and days an enpl oyer nmust retain the WWhire to
get the credit. Before claimng the credit, an enpl oyer
nmust enploy the WWeligible for a mninumof 180 days or
400 hours of service.

B. Qualified First-Year Wages are wages that an enpl oyee
earns during the first-year period, which begins the day
the enpl oyee starts work. The nmaxi num anount of wages to
which the 35 percent credit nmay be applied during the
first year shall not exceed $10,000 for a nmaxi mum credit
of $3, 500.

C. Qual i fied Second- Year Wages are wages that an enpl oyee
earns during the second-year period. During the second
year, the maxi mum anount of wages to which the 50 percent
may be applied shall not exceed $10,000 for a maximm
credit of $5,000. Under the WW enployers can clai mup
to $8,500 of conbined tax savings per new hire.

D. Certification Process. Before claimng the Wl fare-to-
Wrk credit, an enployer nust obtain certification of a
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wor ker’s el i gi bifryt S nFnbe of a famly receiving
Iong-tern1faniIthsﬂgifdﬁte benefi t s/ paynents. SWAs are
t he “designated |ocal agencies” responsible for issuing
the required certification. The rules for certifying a
wor ker as a Long-Term Fam |y Assistance Recipient are the
same as the rules for certifying target group nmenbership
under the WOTC. Also, the rules governing who is
ineligible under the WOTC are the sane for Long-Term
Fam |y Assi stance Recipients.

There are two ways an enployer <can satisfy the
requirenment to obtain a certification that a worker is a
menber of a targeted group. The enployer can, either:

a) obtain a certification fromthe DLA/ SESA, on or before
the day on which the individual begins work, stating that
the individual belongs to a targeted group, or

b) conplete a “Pre-Screening Notice” (IRS Form 8850) with
respect to the prospective enpl oyee on or before the day
the individual is offered enpl oynent.

Wthin 21 days after the individual begins work, the
enpl oyer submts I RS Form 8850, to the SESA, as part of
his request for certification.

E. Coordi nation of the WOIC and the Wlfare-to-Wrk Tax
Credit. The WWis coordinated with the WOTC so that in
any one taxable year an enployer cannot claim both
credits with respect to the sane individual.

For Exanple: Assune that an individual begins work on
March 1, 1998, and works at |east 400 hours for an
enpl oyer whose taxable year is the cal endar year. The
enpl oyer pays “first-year wages” from March 1998, through
February 1999, and pays “second-year wages” from March
1999 through February 2000. If the individual 1is
certified as both a nenber of one of the WOTC target
groups and as a Long- Term Fam |y Assi stance Reci pi ent and
the requirements for both credits are otherw se
satisfied, the enployer will have the following two
choi ces:

For 1998, the enployer may claim either the WOIC (40

percent of wages paid up to $6,0000) or the Wl fare-to-
Wrk tax credit (35 percent of wages paid up to $10, 000).
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For 1999, the enphoy cloos again, which credit to
claim The V\DTEADEang based solely on the anmount of
first-year wages (up to the $6,000 limt) paid in 1999
during the balance of the first enploynent year (i.e.,
January and February 1999). The WWtax credit would
have two conponents: #5 percent of the anount of first-
year wages (up to $10,000 limt) paid in January and
February 1999, and 50 percent of the anmpbunt of second-
year wages (up to a separate $10,000 limt) paid in Mrch
t hrough Decenber 1999.

For 2000, the enployer could claimonly the Wl fare-to-
Wrk tax credit based on the anount of “second-year
wages” (up to the second $10,000 limt) paid in wages in
January and February 2000.

The Secretary of Labor, through the ETA and the
Secretary of Treasury, through the IRS have the sane
responsi bilities as under the WOTC.

(R- 4/ 02)



* WOTC - P.L. 107-147 ET HANDBOCK 408

VI. ROLES AND RESPONSI Bl DTI B A F T

A. Federal Level

1.

The Enploynment and Training Adm nistration (ETA)
and the Internal Revenue Service (IRS) have a
Menor andum of Under st andi ng (MOU) whi ch del i neates
the responsibilities of each agency in conducting
the WOTC program and the WW Tax Credit.

Departnment of Treasury. The Departnent of
Treasury, the |l ead agency for the WOTC/ W W pr ogr am
admnisters the tax credits' provisions through the
|RS. The IRS:

a. Has the sole responsibility for design and
i ssuance of the Pre-Screening Notice |IRS 8850
Form

b. Is the sole source of policy interpretations
or rulings relating to tax provisions of the
credits.

C. Devel ops tax credit regulations, as needed
and related informational materials for
enpl oyers.

d. Revi ews ETA policies and information nmaterials

for the WOTC program and WW tax credit and
participates in designing the Certification
and verification system

U S. Departnent of Labor. The U. S. Departnent of

Labor, t hrough ETA, has the authority and
responsibility for:

a. Devel oping policy and program guidance for
WOTC/WW  Certification and verification
systens, in collaboration with the IRS to
assure proper admnistration of the tax
provi si ons, i ncl udi ng mai nt ai ni ng and
di stributing WOTC/ W W f orns.

b. Providing interpretations of national policy

and guidance as they affect WOTC/ W W
Certification and verification.
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basic elines for the WOIC
program This |ncludes:

Nhnag Y%gl rsight of, and issuing
p at gU|

(1) Resolving policy issues raised at the
Nat i onal and Regi onal | evels;

(2) Dissemnating nati onal | y- det er m ned
policy and procedural decisions in a
uni f or m manner ;

(3) Overseeing programinplenentation at the

Regi onal | evel, i ncl udi ng, but not
[imted to:
(a) Ensuring t hat policies and

procedures are dissemnated to the
States in a tinely and effective
manner ;

(b) Participating in Regional on-site
reviews of State operations to
ensure uniformty and adherence to

policy.

(4) Tracking, review ng, and keepi ng Regi ons
appri sed of pending and recently enacted
legislation which has an actual or
potential inpact on the WOTC program

(5) Providing national programstatistics to
the Regions and States on a regul ar basis
and other agencies and individuals, as
request ed;

(6) Allocating appropriated funds for program
operations to the Regions for allocation
to the States;

Devel opi ng agreenents with ot her Departnent of
Labor conponents, as well as other Federal
agenci es and national organizations;

Reporting annually to the Congress on the
results of verification activities carried out
by the States; and

Perform ng other functions as necessary to

properly and efficiently adm nister the WIC
program and the WW Tax Credit.
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4. O her FedeDl Rlel'AeSF E;A al so is negotiating

Menoranda of Understanding with other Federal
agencies for adm nistering the WOTC program and t he
WW The follow ng Federal agencies/prograns have
entered or will enter into agreenments with ETA
whi ch addr ess cooperation in eligibility
determ nations and Conditional Certifications,
devel opnent and/or distribution of information on

Worc/ W w

< Department of Treasury

< Department of Veterans Affairs

% Rehabilitation Services Adm nistration

< Department of Health and Human Servi ces

% Department of Agriculture

< Departnent of Housing and Urban Devel opnent

% Job Cor ps
< Social Security Adm nistration
* < One- Stop Career Centers

5. ETA Regional Ofices. ETA Regional Ofices are
responsible for ensuring that the DLAs follow
prescri bed st andar ds and requirenents for
adm nistering the WIC program and the WW tax

credit. Regi onal Administrators are responsible
for:
a. Designating a Regional Coor di nat or for

WOTC/WW to direct and assist the DLAs in
adm ni stering the WOTC program and t he W W Tax
Credit;

b. Ensuring that there is a WOTC/ W W Coor di nat or
in each State, and that State and Regi onal
staff are adequately trained;

C. Ensuring that the DLAs are provided all ETA
gui dance and instructions on the tw tax
credits;

d. Ensuring that the DLAs inplenment and nmaintain
certification and verification systens; and

e. Monitoring of the DLA's admnistration of
WOTC/ W W The Regions have the primary
Feder al oversight responsibility on the
St at es’ i npl enentation  of the program
particularly on:
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(1) mgilal/t\/ (Eter-lg nations, certification

and verification activities;

(2) Operational managenent of the program
i ncl udi ng recor d- keepi ng, tinmely
reporting and on-site nonitoring and
audit reviews of each office;

(3) Conmuni cati ng i nformation on t he
operation of the tax credit program and

(4) Cooperative agreenents with other State
and | ocal agenci es.

f. Responding to special requests for reports
anal yses, studies, etc., in a tinely manner;

g. Handling public conplaints and inquiries
concerning State admnistration of t he
program and bringing to the attention of the
National Ofice policy issues arising in the
field, and

h. Allocating program funds to the States as
avai |l abl e, and nonitoring funds utilization.

B. State Level

1

State Role. States, through State |egislatures,
designate the agency vested with the authority
necessary to cooperate with the USES. Gover nors
are responsible for coordinating the ful
participation of the DLAs under the WAgner-Peyser
Act in the WOTC program and WW Tax Credit. Such
participation includes assistance in negotiating
State and | ocal cooperative agreenents.

Designated Local Agency Role. DLAs are responsible
for the operational managenent of the WICWW
Certification process at the State and | ocal |evel.

Were a "SESA" no |onger exists and the functions
traditionally perfornmed by the Enpl oynent Service
are incorporated into another State agency approved
by the State Legislature, that agency will then be
the approved authority to issue Certifications.

Certifications may t ake t wo formns: t he
Certification issued to enployers who have properly
conpleted all WOTC/ WW Certification requirenents
and Conditional Certifications to applicants who
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meet the Si Ctarget group requirenents
and/ or thosl?of h\ﬂorl;_r-te mfam |y assistance WW
gr oup.

Conditional Certifications may be issued by DLAs
operating wal k-in WOTC/ W W prograns. |ssuance of a
Condi tional Certification does not automatically
guarantee a Certification to the enployer hiring
that individual. To obtain the Certification the
enpl oyer must submit a properly conpleted IRS Form
8850 with the conpleted Conditional Certification
to the DLA in a timely manner. To be considered
tinely the IRS Form 8850 nust be submtted not
| ater than the 21st day follow ng the individual's
enpl oynent start date.

The Designated Local Agency's responsibilities are
to:

a. Determine the eligibility of individuals as
menbers of targeted groups.

b. | ssue enpl oyer Certifications for the tw tax
credits.

C. Establi sh and maintain a processing and forns

review, quality control, record-keeping and
reporting capability; establish a system for
orderly managenent of WOTC/ WW job orders,
applicant referrals, and records' retention.

d. Establish and maintain a systematic and
orderly systemfor periodically verifying the
eligibility of a randomy chosen sanple of
individuals certified under the WOTC program
and the WW long-term group; establish a
record-keeping and reporting capability for
such activities; and, initiate effective
corrective action when appropriate as
indicated by the result of such activities.

e. Establish and maintain a system and procedures
to regularly nonitor cooperative agreenents
and initiate appropriate corrective actions.

f. Negotiate formal cooperative agreenments with
State and | ocal agencies and organi zations to
assist in the WOTC W W program by performng
eligibility determnations to augnent the DLA
WOTC/ WW  servi ces. These cooperatives
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agree t nﬁg il I ssuing conditional
certi caben 0 pgggedures for wverifying
eligibility.

g. Train DLA and participating agency staff, as
needed and appropri ate.

h. Provide information to enployers or their
desi gnat ed representatives, partici pating
agenci es, governnent agencies, applicants and
t he general public on the WOTC program and t he
WWtax credit.

i Monitor formal cooperative agreenents for
WOTC/WW eligibility determnations and/or
public informtion.

J - Devel op Certification fornms if State chooses
not to wutilize the Enployer Certification
form ETA 9063.

3. O her State Agencies. Certain State agencies;
e.g., Departnents of Health and Human Services and
Vocational Rehabilitation may, by fornal agreenent,
participate in the WTICWW program Such
agreenents will define any responsibilities for
eligibility determnations, referrals, reporting,
recording, publicity, verification, etc.

D. Local Participating Agencies. Local agencies serving
targeted group populations as part of their regular
functions may parti ci pate, in t he eligibility
determ nation (Conditional Certification), referra

and/or publicity related functions of the program
Formal agreenents between the DLAs and participating
agencies are required in order to issue conditional
certifications. Participating agenci es/organi zati ons nay
i nclude, but are not limted to:

Local Welfare

Parol e and Probati on

Vet eran Organi zati ons

Food Stanp Program Agenci es

Vocational Rehabilitation, including agencies
for the blind

ETA Grantees; e.g., Native Anerican and farm
wor kers’ groups, and

Job Cor ps

N o ghobe
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Note: Job Corp e ry\ar € coVEred under the nationa
Menor andum of Liggrfggnz%ngfget en the Director of Job
Corps and the Director of the U S. Enpl oynent Service,

t hereby, elimnating the need for individual agreenents
wi th SWAs.
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VII.

WORK  OPPORTUNI TY D \B_FAE-%V&K TAX CREDI TS -

CERTI FI CATI ON PROCESS

Al eligibility criteria should be fully docunented prior to
the i ssuance of a Certification. Al supporting docunentation
obtained should be retained in the WOTC or WW files as
instructed in this handbook.

A Adnmi ni strative Forns

1. | RS Form 8850. Pr e- Scr eeni ng Noti ce and
Certification Request (PSNNCR) for the Wrk
Qpportunity and Welfare-to-Wrk Credits, |IRS Form
8850 (pursuant to Notice 97-54, copy included), is
to be used without nodification of content by
enpl oyers to establish a record of their belief
that a job applicant is a nmenber of a WOTC target
group and/or the Long-Term Fam |y Assi stance group
under the WW Tax credit. However, enployers may add
their corporate |logos, use a different color for this
form shade-in areas on the form and add notations, as
long as, there is no substantive change to the content
of this form This Notice describes the principal
statutory changes and announces the rel ease of the
new Form 8850 (issued Septenber 1997) for use in
pre-screening job applicants and requesting
certifications in connection with both credits and
a Transition Relief Period for using the earlier
version of Form 8850 (issued Septenber 1996), which
does not reflect the changes contained in the Act.
At this time, there is no option to file the PSN CR
electronically or by facsimle transm ssion.

Exception: The IRS has indicated that enployers nmay
place their logo on the form provide additiona
instructions, or reproduce the form on colored
paper . The DLA should not deny certification to
enpl oyers who submt an I RS Form 8850 that contain
these kinds of nodifications or which do not
include the instructions fromthe back of the form

Not e: A properly submtted RS Form 8850 is one
conpleted in every relevant detail and signed,
either, in pencil or in pen and ink by applicant
and enpl oyer, and submtted to the SESA/ DLA by the
21st day after the applicant begins work for the

enpl oyer.
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2. USDAOL | CF oy mrhe, In1tyi | Characteristics form
(1CF), Vveorkd orfdnity ahd Welfare-to-Wrk Tax
Credits, ETA Form 9061, is a U S. Departnent of
Labor, Enpl oynment and Trai ni ng Adm ni stration (ETA)
formrequired to be used w thout nodification by
all enployers and their representatives. The
purpose of the ICF is to expedite Certification
processing by enabling the individual for whom
Certification is requested to be identified with
one or nore target group categories as the case may
be under the WOTC and the WWcredit. The ICF al so
provides other information needed to support
verification and reporting.

Enpl oyers and their representatives nust submt an
|CF as part of the Certification process, except
when an enployer's Certification request is based
on a valid Conditional Certification. Enpl oyers
and their representatives are encouraged to submt
the ICF together with the IRS Form 8850 when
requesting certification for a target group. No
ICF is required to be filed for enployer
Certification requests that are based on a valid
Condi tional Certification Form

The sane Transition Relief Period that applies to
the earlier IRS Form 8850 also applies to the
earlier ETA Form 9061 for enployers requesting
certification for any of the seven original target
groups whi ch begin work before January 1, 1998.

For enployer Certification requests that are not
based on a Conditional Certification, the |ICF may
be executed at any time during the selection
pr ocess. The ICF may al so be executed after an
enpl oyee begi ns work. Enpl oyers shoul d be advi sed
that the processing of a Certification request
cannot proceed without an ICF on file. Thus, DLAs
are advised to set processing guidelines that
encour age enpl oyers (and their representatives) to
attach an executed ICF to each PSNNCR that is
submtted. (The exception is an ICF that is filed
el ectronically; and, therefore, cannot be attached
to the PSNCR In this case, steps should be taken
to match the ICF with the rel evant PSN CR.)

Enpl oyers and their representatives may execute the
|CF by interviewing job applicants and enpl oyees
either in person or electronically; e.g., via
t el ephone, or by using information obtained from
records wunder the enployer's and/or enployer
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repr esent agrye] éynt I or other accessible
records. [;ﬁﬂgaer halve the obligation to notify
the job applicant or enployee that the information
and supporting docunentation collected in executing
the ICF will be used to qualify the enployer for an
enpl oyer tax credit available through the Wrk
Qpportunity Tax Credit program reauthorized and
expanded by the Taxpayer Relief Act of 1997 or the
Wl fare-to-Wrk Tax Credit. The | CF paragraph on
page two nay be used for this purpose.

The ICF may be signed by the person to whom the
information on the form pertains; or by an
authorized official directly enployed by the
enpl oyer; or by an enployer's representative; or by
a person having legal status to verify the
information on the formin the case of a mnor.
Aut horized officials of DLAs and participating
agencies may al so sign the ICF

The ICF nmay be filed electronically; e.g., via fax
or E-Mail, if available. [ICFs filed electronically
are presuned to be "signed" by the individual or
corporate entity wunder whose authorization the
filing was made.

When the ICF is filed electronically, enployers and
enpl oyer representatives are encouraged to take
steps that enable the ICF to be matched with the
rel evant PSNCR I RS Form 8850. The State should
notify the enployers and enployer representatives
of the type of information needed in matching the
| RS Form 8850 to the ICF

3. Agency Verification Forns.

a. Agency Declaration of Verification Results,
Wrk Opportunity and Wlfare-to-Wrk Tax
Credits, ETA Form 9065, is an optional US
Department of Labor, ETA formfor DLA use only
in recording the results of verification
activities conducted by the DLA. If the DLA
elects to use an alternative formto record
verification results, the alternative form
must contain all of the information that
appears on the optional ETA form

b. State Verification Form and/or Rel ease of
| nf ormati on/ Docunentati on are optional State
designed forns that are used in verifying the
individual's eligibility. These forns may
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gr ant liganT=s el ease of information”
SO tm R)e AF er:!)'l oyer and/or enployer
representative may request docunent ati on
directly fromthe applicable State agency.

The Food Stanp Act (7 U S.C. 2020((8) and
program regulations at 7 CFR 272.1(c) limt
t he use and di scl osure of reci pi ent
information to persons (and for that purpose)
directly related to the admnistration or
enforcenent of the Act, regulations issued
pursuant to the Act, other Federal Assistance
prograns, and certain federally-assisted State
progr ans. Case-file information about a
reci pi ent or household may not be disclosed to
an enpl oyer, unless the recipient has provided
the FSP agency, DLA, or local participating
agency, as appropriate, witten authorization
to do so.

Each DLA is responsible for contacting the FSP
State agency and becoming famliar with that
agency's disclosure policy. The DLA shall
negotiate with the FSP agency, as needed, to
develop a nutually satisfactory process for
the disclosure and safeguarding of necessary
FSP recipient case-file information.

Conditional Certification Form The Conditional
Certification (CC, Wrk Opportunity and Wl fare-
to-Wrk Tax Credits, ETA Form 9062, is a required
U. S. Departnent of Labor form that nust be used
Wi t hout nmodi fication by all DLAs and all
participating agencies and progranms to which the
DLA may delegate responsibility for Conditional
Certification. This form establishes that the
named individual has been tentatively determ ned
eligible as a nmenber of a WOITC and/or W W target
group(s) indicated; and, therefore, hiring this
person nmay | ead to an enployer Certification under
the WOTC program and/or the Wl fare-to-Wrk Tax
Credit. Wen the enployer receives a Conditional
Certification, this form together with an executed
PSNCR, is submitted to the DLA by the enployer to
request Certification. No ICF needs to be
submtted by the enpl oyer when a valid Conditional
Certification Formis filed wth a PSN CR

| f an enpl oyer seeks WOTC and/or WW Certification
for a job applicant who has a Conditional
Certification when the PSNNCR i s executed, the DLA
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renderDrR i omrdeci si on based on the
errpl oyer' sk¥i 1 ssi®dn of the PSNNCR and a
copy of the Condltlonal Certification form that
di splays an expiration date confirmng that the
named individual qualifies as a nenber of the
specified WOTC target group and or WWgroup given
the hiring date indicated on the PSNNCR  The DLA
nmust al so ensure that the individual's status has
not changed since issuance of the Conditional
Certification.

DLAs nmay delegate Conditional Certification
responsibility (but not final Certification) to a
participating agency. Such del egation of authority
must be made pursuant to a witten agreenent with
the participating agency. The agreenent nust
specify the scope of the participating agency's or
programis Conditional Certification arrangenents
and indicate whether the scope of conditional
certifying authority extends to all WOTC target
groups or only to a specific target group(s).

The Job Corps and the USES executed a national
agreenent January 10, 1997, (See Appendix 1V) to
facilitate Conditional Certifications of eligible
youth participating in or termnating from Job
Cor ps prograns. The national agreenent requires
that Job Corps prograns assure that supporting
docunentation is readily available to the DLA
having Certification responsibility. Further, the
nat i onal agr eenent alleviates the need for
i ndi vi dual agreenents between Job Corps Centers and
DLAs responsible for Certification.

5. Enpl oyer Certification Form The Enpl oyer
Certification, Wirk Cpportunity and Wl fare-to-Wrk
Tax Credits, ETA Form 9063, is an optional U S
Department of Labor, ETA form The form provides
the enployer with a record of results of the DLA s
action on the enployer's Certification request. By
law, this formcan only be issued by the DLA.

If a DLA opts to develop and use a State-specific
Enpl oyer Certification form the State-specific
form must contain ALL of the infornation that
appears on the optional ETA Form 9063. This form
can only be issued by the DLA

Under the reauthorized WOTC and new WW Tax Credit,
DLAs should issue dual certifications when the
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appl i cant | DI e\ unger WOTC target group and
t he Long-Tm Ezgm a AE stlance Reci pi ent group.

The national office has included specific |anguage
in the Coments Box of ETA Form 9083, alerting
enpl oyers who receive dual certifications as
follows: "enployers are, hereby, informed that they

cannot claimboth the WOTC and the WWtax credits
for the sanme enpl oyee in the sane taxable year."

| ssuing an Enployer Certification cannot be nmade
contingent on the DLA conducting a personal or
"wal k-in" interview of the person whose enpl oynent
est ablishes the enployer's claimto the tax credit.
Al t hough personal or walk-in interviews may be
used in conjunction with issuing a Conditional
Certification, they may not be mandated as part of
the DLA's Certification process that follows an
enpl oyer's subm ssion of a Certification request.

6. M scell aneous State Addendum DLAs nmay attach
suppl emental information to the ICF that causes it
to contain State-specific information. Any
suppl ementati on of the ICF nay provide information
only. Suppl enmental information may not have the
effect of adding new data elements to the
information collection called for in the |1CF.
Exanpl es of appropriate supplenental information
include the address to be used to file the ICF,
information that denotes Enpowernent Zones and
Enterprise Communities in a State, and a person
that may be contacted, or a "help nunber” that may
be called, to have questions answered about the
State's WOTC program or the WW Tax Credit.
Suppl enental information nmay al so i nclude materi al
that expresses in easy to understand terns the
characteristics that establish eligibility under
the various WOIC target groups and/or the WW
group, or describes the supporting docunentation
that will be accepted as proof of eligibility under
a WOIC category or the WW long-term famly
assi stance reci pi ent.

7. WOTC WW Wrksheet. This is a State devel oped form
for use in the certification process. The form
provi des spaces for the eligibility reviewer and
the 48-hour reviewer to sign, date and indicate
t heir determ nations.

B. Supporting Docunentation. In specifying the supporting
docunentation that wll be accepted as proof of
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eligibility undI;LaF%pT W YWcatfgory, DLAs nmust accept
the type of doc ntlaxi dn\i ndi catted in this handbook and
may not require additional docunmentation from enpl oyers
(enpl oyers' representatives) that sets a higher standard
of proof of eligibility.

It is the responsibility of the DLA to take reasonable
steps to assure that the docunentation needed to nmake a
Certification decision is available to the DLA. \Wile
DLAs nmay accept docunentation provided by an enpl oyer or
enpl oyer representative, DLAs may not rely solely on an
enpl oyer's or enployer representative's efforts to secure
docunentation that establishes eligibility. The DLAs are
strongly encouraged to obtain adequate docunmentation from
participating agencies; e.g., through a Menorandum of
Understanding. |If the DLA's efforts fail to secure the
needed docunmentation from the Participating Agencies
after a reasonable effort conducted over a reasonable
period of tinme, the DLA shall deny Certification and
informthe enployer of the reasons for the denial.

Enpl oyers may list, on the ICF, sources of information;
i.e., parole officer's nane or a welfare case nunber to
aid the DLA in establishing eligibility in a tinmely
manner . Enpl oyers also may obtain a letter from the
agency that administers the rel evant program i ndicating
that the enployee or a nmenber of his or her household
neets one of the eligibility requirenents. For exanple,
an enployer may obtain the nane of a case worker.
Enpl oyers may  secure copies  of the follow ng
docunent ati on: birth certificates, driver's |icenses,
school 1.D. cards, work permts, pay stubs, mlitary
di scharge papers, and utility bills.

The enpl oyer should not request, obtain or provide the
actual docunentation for the renmmining categories (i.e.,
for those receiving welfare and/or food stanp benefits).
For exanple, it would not be appropriate for an enpl oyer
to request the enployee's food stanp benefit history.

Section 11(e)(8) of the Food Stanp (FS) Act prohibits
state agencies fromdi sclosing participants/recipients

information to enployers or the DLAs. However, the
provisions in P.L. 104-188 which authorize the WIC
program al so require that the Secretary of Treasury and
the Secretary of Agriculture enter into an agreenent to
provide FS recipients' information to the DLAs. Under
t hese circunstances, the DLAs or participating agencies
cannot require enployers to obtain FSP information or
deny certification if the enployers fail to furnish the
subj ect docunentation. The DLA shall take the necessary
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steps to obtai t s é%gcigenrt?ion and process al
enpl oyers' tine r e or certification

DLAs shoul d advi se enpl oyers and enpl oyer representatives
regarding when supporting docunentation should be
received. Wthin 90 days of filing the PSNCR and ICF is
a suggested tinme standard. The objective of this standard
is to expedite the DLA's Certification decision.
However, DLAs cannot cite failure to submt supporting
docunentation within 90 days of filing a PSNNCR and | CF
as the reason for denial of Certification.

Certification Process

1. CGeneral Provisions. The DLA wll require and
col | ect paper docunentation which denonstrates WOTC
and/or WW eligibility. DLAs nust use the full
docunentation nmethod to adm nister the WOTC program
and the WWTax Credit.

2. Participating Local Agency. A "participating
agency" is a federal, State, county, or |ocal
government agency or a grantee of these agencies.
A participating agency may include, but is not
limted to, State W rkforce Agencies, One-Stop
Career Centers, Job Corps Centers, JTPA grantees,
School -to-Wrk Transition grantees, Vocationa
Rehabilitation agencies, city and county welfare
offices, Veterans Affairs offices, and other
vet erans-servi ng organi zati ons.

3. Conditional Certification. This process my be
triggered when the |obseeker comes to a |Iocal
enpl oynment office or to a participating agency to
performa job search or in response to a positive
recruitnment.

a. Process. To determne if a job-ready applicant
is eligible and to issue a Conditional
Certification for the WOTC program or the WW
group, the DLA/ Participating Agency shoul d:

(1) Enter the Initiating Agency Code. This is
a pre-determined code assigned to each
agency who has a Menmor andum  of
Under standing with the DLA granting them

perm ssion to i ssue Condi ti onal
Certifications. Not e. Job  Corps
Initiating Agency codes appear in
Appendi x | V.
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(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)

(11)

(12)

(13)

ET HANDBOCK 408

epPth CtFnr Nunmber. It nmay be a
EDE:i R Sgﬁur tyUEo., case No. or sone
ot her appropriate designation which

permts easy filing, identification and
retrieval of forns.

Under "Type of Conditional Certification

Det er mi nati on", di stingui sh bet ween
"Original,” if the applicant is being
processed for the first time; or
"Reval i dati on", i f t he eligibility
process was perforned within the previous
12-nont h peri od. O herw se, t he

Conditional Certification is counted as
original.

Enter the date (nonth, day and year)
which the eligibility determ nation
conpl et ed.

in
is

Enter the nane and address of the State
Wor kf orce Agency (if known), that wll
issue the final Certification.

Sign and date the ETA Form 9057,
Condi ti onal Certification.

Enter the area code and tel ephone nunber
of the agency issuing the Conditional
Certification.

Enter the applicant's full nanme (I|ast
name, first nane and mddle initial).

Enter the applicant's Social Security
nunber .

Enter the applicant's honme address,
i ncluding, apartnment nunber, and zip
code.

Enter the Target G oup code. Note. Job
Cor ps agency codes appear in Appendix |V.

Have the applicant sign the Conditional
Certification Form

Collect all information and supporting
docunentation required for Conditional
Certification to indicate the applicant's
eligibility.
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(14) Qn'theAseE[io-rl— 13 indicating the

expiration date of this Conditiona
Certification (e.g., 45-days).

(15) Make a copy of t he Condi ti onal

Certification, attach all supporting
docunent ati on, or note |ocation of
el ectronic file and retain. The

participating agency may be required to
produce this information, e.g., during an
audi t . Note. Job Corps retains the
ori gi nal copy of t he Condi ti onal
Certification.

(16) Provide t he ori gi nal Condi ti onal
Certification to the applicant to use in
the job search. The participating agency
may include a copy of the IRS Form 8850
and nmay assist in conpletion of the
applicant section. Note. Job Corps
retains the original copy of t he
Condi ti onal Certification.

(17) Upon the applicant's enploynent, the
enpl oyer conpletes itens 14, 15, 16, and
17 on the Conditional Certification. The
enpl oyer mnust al so conplete and submt an
| RS Form 8850 in a tinmely manner.

Review and Certification. The issuance of a
Certification begins with a review of the
Conditional Certification, ETA Form 9062, by
the DLA. This review begins the verification
process of eligibility determ nations issued.
The Conditi onal Certification should be
subm tted for final Certification in
conjunction with an I RS Form 8850. During the
revi ew, these fornms are screened for
conpl eteness, tineliness, and target group
designation. This review should occur within

60- days of receipt of the forns. Since the
supporting docunents used to establish
eligibility have been retained in the

applicant's Conditional Certification file,
no further docunentation is necessary.

| ssuance of Certifications and Denials. Upon
conpletion of the review, the DLA wll issue
Certifications to enployers, as appropriate.
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For d¢my al Vﬁg ?EA g[fl send a letter to the
enpl o yiny tlhe rtification and stating
the reason(s) for the denial. In addition,
retain copies of the Certification and/or
ineligible ruling, along wth all fornms and
docunent at i on, as appropriate, for t he
specified retention period.

d. Quality Assurance. During the required Audit
Process for WOIC WW Certifications issued
based on a Conditional Certification wll be
selected for verification. At this point, the
DLAwll be required to obtain all supporting
docunentation from the participating | ocal
agency used to establish the applicant's
eligibility during t he Condi ti onal
Certification process. Shoul d any
participating | ocal agency be found to have an
unusual l'y high rate of error in their issuance
of Conditional Certifications they may be
subject to corrective action plans at the
state's discretion. This may include a "no-
pl ay" policy whereby the participating |oca
agency in question may have their right to
i ssue Conditional Certifications revoked.

Pre- Screening Notice and Certification Requests.
This process of certification is triggered when an
enpl oyer sends a Pre-Screening Notice, |IRS Form
8850, to the DLA for Certification. In addition to
the RS Form 8850, the enployer nust submt to the
DLA, an | CF and supporting docunentation to support
the applicant's eligibility. The certification
process for those applicant's who have been pre-
determined as eligible (i.e., a Conditiona
Certification has been issued) is detailed in the
precedi ng section.

(a) Enployer process. Enployers should follow the
process outlined bel ow

<,

x5 Carefully interview prospective enpl oyees
to determi ne WOTC and/or WWeligibility
before naking any offers to hire. A job
applicant and enployer have wuntil the
21st day after the applicant begins work
to sign and date the IRS Form 8850. The
enpl oyer has until the 21st day AFTER the
applicant begins work to submt a
conpl et ed IRS Form 8850 to t he
appropriate DLA
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erth e'%n FCF -Er the bottom part of a

Conditional Certification, as required.

| f conpleting the ICF, collect avail able
docunentation to denonstrate WOTC and/ or
WWeligibility.

Conpl etely prepare and sign the Pre-
Screening Notice, RS Form 8850.

Transmt the forns with copies of any
supporting docunentation to the DLA for
pr ocessi ng.

Desi gnated Local Agency Process. To determ ne

eligibility and issue a Certification for the
WOTC program and or the WW the DLA shoul d:

(1)

(2)

(3)

(4)

(5)

(6)

Receive a properly conpleted Pre-
Screening Notice, IRS Form 8850 fromthe
hiring enployer. This docunent nust be
si gned and postmarked not |ater than the
21st day following the individual's
enpl oynent start date. If the IRS Form
8850 is not received with an ICF and
supporting docunent ati on, or t he
conpl eted bottom part of a Conditiona

Certification form it should be filed
pendi ng the recei pt of these itens.

Col | ect addi ti onal i nformation and
supporting docunentation as required to
determ ne and substantiate eligibility.

Record the date that the Pre-Screening
Noti ce was post nmarked.

Carefully verify tineliness, target group

eligibility and al | supporting
docunentation. If all aspects are in
or der and indicate eligibility, a
certification shall be issued. St ates

should initiate a procedure for quality
revi ew

Ret ai n al | ori gi nal fornms and
docunentation for files.

Revi ew of PSN CR shoul d occur w thin 60-
days of receipt in the DLA
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IssuarDe (lRDé%aIE. 'IIe steps for issuance of

denials are basically the sanme as those
outlined above. The exception is that the
reason for the ineligible ruling should be
not at ed. Keep copies of the ineligibility
ruling, al ong W th al | forns and
docunentation, for the specified retention
period (i.e., 1 year).

5. Verification and Audits.

a.

Pr ocedur es

(1) Docunentation of Eligibility. To ensure
the integrity of the program and provide
a solid basis for subsequent verification

activities, t he materi al s and/ or
collateral contacts used to establish an
applicant's eligibility shal | be

docunented using the Agency Declaration
of Verification Results, Wrk Qoportunity
and Wl fare-to-Wrk Tax Credits, ETA Form
9065, or an equivalent format the tine
t he eligibility determ nati on IS
per f or med.

The application nmust contain t he
i nformati on upon which WOIC and/or WW
eligibility is determ ned and be used to
docunent verification of this information

in the audit process. Wile all itens on
the application should be exam ned for
correctness and consi st ency, t he
docunent ary and col | ateral cont act

sources which are verified during an
audit are to be attached or annotated on
t he applicati on.

Some applicants may not be able to
provi de conpl ete docunentary evidence or
collateral contacts. In such cases, State
wage records, welfare and social service
records, etc., should be used where
feasible to verify the statenents nade by
the applicant. This is discussed further
in Audit Methodology later in this
chapter.

The conpleted application serves as a
record of the type/source of information
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ocC nEat i upon whi ch t he
@nd’:t% oge Erti ication was issued. It
must becone part of the record/file for

each Conditional Certification issued. |f
a Certification is issued and |ater

chosen for audi t, the information
identified or attached to the application
will be used to identify the type/source

of docunentation or collateral contact
needed for the audit.

Whenever possible, the DLAs shoul d obtain
phot ocopi es of materials presented by the
appl i cant; e.g., driver's license,
mlitary discharge papers, etc., and
retain as part of the applicant's file to
expedite a subsequent audit (see Audit
Met hodol ogy later in this chapter).

Quality Reviews

a. Frequency. A "quality review is
performed in each applicant's record
file at certain key points in the
eligibility determnation and/or
Certification process. This review
must be acconplished by a different
i ndi vidual than the one perform ng
the initial screening.

Docunent ati on of the 48-hour review
shoul d be recorded. Al fornms mnust
be checked by either the central or
| ocal office of the DLA for
conpl et eness, accur acy and
consi stency. Key review points in
the eligibility determnation and/ or
Certification process include a "48-
hour review' wthin:

< Conpl eti on of eligibility
determ nation; and

% Recei pt by the DLA of copies of
Pre-Screening Notices, IRS Form
8850s and supporting docunents
whi ch wer e i ssued by
partici pating agencies; and

9.
**

Recei pt of conpleted PSN from
enpl oyer; and,
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[) Fg /\|s£5an;E of Certifications

and/ or deni al s.

b. Procedures. The DLA will review each
form as soon as practicable of
receipt to determne that:

(1) It is conplete and internally
consi st ent;

(2) The information related to
eligibility conplies with the
criteria for the target group

(3) the participating agency or
| ocal office is contacted
i mredi atel y to obtain
appropriate information when
forms are inconplete or do not
support t he eligibility
determ nation; and,

(4) the file copy of the Pre-
Screening Notice is annotated
regardi ng any contact with the
certifying agency or |ocal
of fice.

C. When information received from the
certifying agency or |local office is
i nconpl ete or does not support the
eligibility determ nati on, t he
certifying agency or local office
must, when notified:

(1) Send revised forms providing
m ssing or corrected itens to
support the determ nation as
soon as practicable to the DLA
or

(2) Invalidate t he Condi ti onal
Certification or Certification
(in the case of an audit) when
the required information cannot
be obt ai ned;

(3) Provide witten notification of

i nval i dati on of the Conditi onal
Certification or Certification
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[) FQ /\ég&Ihe1applicant and the DLA;

(4) Notify any enployer to whomthe
applicant was referred that the
Condi tional Certification or
Certification IS invalid
because of m ssing or incorrect
itens and that wthout such
information no Certification
can be issued or that the
Certification is being revoked
(in the case of an audit).

Conpl et ed Condi ti onal
Certifications returned by
enpl oyers should be checked
upon receipt to ensure that the
"Enpl oyer Decl aration" section

was properly conpl eted. | f
i nconpl et e, the Conditional
Certification shoul d be

returned to the enployer with a
request to supply the mssing
i nformation.

The conpleted Certification and
supporting docunentation should
be given a final review for
conpl eteness and consi stency
before the Certification is
mailed to the enployer. It mnust
i ncl ude t he name, soci al
security nunber, enpl oynment
start date, job title, and wage
of el i gi bl e, new y hired
enpl oyee.

At such tinme as all requested
information is returned and
conpl et ed correctly, a
certification or denial should
be issued by the DLAwithin 14

days.
Audi t Met hodol ogy
a. Ceneral. Preferably during, or imediately
followng the end of each quarter, the DLA
will draw, for the purposes of auditing, a 10

percent sanple of all Certifications issued
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durin t arger, T including those for

quali[pgdpgu r E%u{l-enployees. This audit

wi |l be conducted to establish the credibility
and reliability of t he eligibility
determnation and Certification process.

Certifications in the sanple nust be exam ned
by a DLA staff person other than the
originator. Unless results call for a wder-

scope exam nation of Certifications, the audit

sample will suffice as the "test" of WOIC, WW
or dual Certifications as required.

The DLAs are encouraged to use U and/or other
avai |l abl e wage records or files to review all
Certifications nade. Quality control IS
i mport ant and conmput eri zed runs of
Certifications against U wage records reduce
t he chances of erroneously certifying
ineligible persons for the tax credit.

The DLAs may find that the availability of U
wage records may delay the audit sanple. Note.
It is not the responsibility for the DLAs/ SWAs
to verify that a certified targeted enpl oyee
has worked the required nunbers of hours for
the enpl oyer. The responsibility for
verifying the required nunber of hours a
certified targeted group nenber enployee
works, rests with the I RS

Sanple Size. The sanple size shall be based
upon the total nunmber of Certifications
issued; i.e., wuniverse size, in the State
during the preceding quarter, including, if
applicable, those issued for the qualified
sumrer youth target group. The table, which
foll ows, serves as a guide for selecting the
requi red sanpl e size.
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QUARTERLY VERI FI CATI ON
Uni verse Si ze Sanple Size
Bel ow - 1, 200 10% Sanpl e
1,200 - 1,300 129
1,301 - 1,400 130
1,401 - 1,500 131
1,501 - 1,700 132
1,701 - 1,900 133
1,901 - 2,100 134
2,101 - 2,300 135
2,301 - and above 142
Exam nati on of Certifications/Conditional
Cbrtifications. Verification of entries on
the application for the purpose of an audit
requires re- exam ni ng phot ocopi ed

docunentation; e.g., copy of driver's license
or veteran's discharge, attached to the
application, or re-contacting the collatera
source(s) listed in the application; e.g.,
| ocal wel fare agency, vocati ona
rehabilitation agency. It should al so include
checking State wage records or the records of
wel fare agenci es, etc., to confirm the
statenents of the applicant. If the applicant
provided a "no inconme" affidavit, this may
also be verified by checking State wage
records. Unless a problemis evident, there
is no need to verify the docunentation or
col | at er al sour ces by contacting t he
i ndi vi dual .

| f, however, any material contained in the
file is contradictory or does not support the
individual's eligibility, the individual may
be contacted to verify his/her eligibility. In
contacting the individual for verification
audit purposes, the DLA has three options:

1) individuals can be asked to resubmt copies
of docunentati on, or 2) submt further
docunentation, or 3) they can interview the
appl i cant agai n. To secure maxi mum
cooperation, individuals should be inforned of
the reason for the request; i.e., nornal
auditing procedure and remnded that the
penal ty for f raudul ent st at enent s,
docunentation, or collateral contacts applies
as it did for the woriginal eligibility
i nterview.
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Enpl o S y /Aassst 9n | ocating individuals
to ob inFK%e(g'cE%pe ation for audits. Wen
contacting enployers for this purpose, DLAs

should stress that the auditing process
ensures the integrity of the WOTC program

It is wunderstood that despite good faith
efforts to obtain copi es of i ncome
docunentation or sources of collateral contact
and to | ocate enpl oyees when necessary, sone

audits will result in a finding of "not able
to establish that the certified individual is
eligible.” However, too |large a proportion of
such findings may call audit results into

guestion. A substantial effort should be made
to avoi d such a finding.

For those found to be ineligible, the DLAs
must notify the enployer, and the IRS of this
finding as soon as possible, by certified
mail. This notification nust be nmade within 5
days of a determnation of ineligibility.
Enpl oyer eligibility for the tax credits does
not cease until the date that the enployer is
notified that the Certification(s) has been
i nval i dat ed.

Second Audit Sanple. If the nunber ineligible
in the original quarterly audit sanple is 5%
or nore, a second sanple of equal size nust be
drawn. If the second sanple confirns an error
rate of 5% or nore, a corrective action plan
IS required.

Corrective Action Plan. Corrective action
plans will be devel oped and carried out by the
DLAs. Such plans should be sufficiently

detailed and ©prescribed to ensure that
necessary corrective actions are taken and
shoul d result in adequate inprovenents.

Corrective action plans, when indicated by
audit results, should be described in the
"Comment s" section of ETA Form 9059,
"Verification Results.”

Qualified Sumrer Youth Enpl oyees.
Certifications 1issued for nenbers of the
qualified sunmer youth target group will be
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i nclu Mmt t gtal =pni verse from whi ch the
audi t @m‘:& igdravvn or the subject quarter.
By definition, nost Certifications for this
group will be issued during the nonths of
June, July and August and sanpled during the
follow ng quarter. Under no circunstances

shall this target group be excluded from
regul ar audit procedures.

Reporting Verification Results. After al
Certifications selected in the quarterly audit
sanples are reviewed, the results of the
review shall be reported quarterly to the
National O fice via the Regions, on ETA Form
9059, Verification Results, WOIC and W W Tax
Credits - Report No. 3. This report is due at
the Regional Ofice by the 20th day of the 5th
month following the closing date of each
quarter.

Federal Role. The Departnent of Labor/ETA is

responsible for reporting annually to the
Congress on the WOIC program and WW Tax
Credit, i ncl udi ng verification results,

oversight, and other functions necessary to
properly adm nister the program Regar di ng
qual ity contr ol audits of WOTC/ W W
Certifications, the DOL wll fulfill its

oversight and guidance responsibilities by
participating in a representative nunber of

quarterly audits and conpliance reviews at the
State | evel each year
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D. Mai | ed WOTC anerV\R&M. T
L

1

2.

Evi dence of Mili ng.

a.

The IRS has interpreted evidence of mailing to
require either:

% a U S. Postmark;

< the original of a U S. Postal Service
(USPS) "Certificate of Mailing" (PS Form
3817);

% or other equivalent U S. Postal Service
approved authorized evidence of the
mai | i ng dat e.

Since the purpose of the Certificate of
Mailing is to furnish evidence of tinely
subm ttal, when properly accept ed and
postmarked at an accepting Post Ofice,
Printed Certificates of Miling forms, wll
supersede an incorrect postmark.

The DLA date stanp, if used as a record of
receipt in lieu of postmarking, nust indicate
a date which is not later than the day the
person started work; e.g., if the enployer
request is date stanped and annotated by the
DLA on May 6, the target group individual
coul d begin work no sooner than May 6.

Use of other formats in Jlieu of USPS
Certifications of Mailing (PS Form 3817) at
the mailer's expense or of Firm Mailing Book
form nust conply with guidelines in Section
931.22 of the U S. Postal Manual. The new
format nust identify the:

1) Prospective enpl oyee(s);

2) enpl oyer on whose behalf the Certificate
i s sought; and,

3) date the individual is scheduled to begin
wor K.

Recordi ng by the Designated Local Agency.

a.

As appropriate, the date of the postmark or
the Certificate of Mailing nust be recorded on
the PSNNCR The IRS 8850 Form should be
retained as a file copy, along with all other
supporting docunentation used to make and/or
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subst if%; n Iigrbility determ nation
Enpl o S y’\inl t helsanme envel ope, include
nmore than one PSN CR, but nust identify each
worker listed on the Certificate of Mailing.

Wiere the DLA receives a PSNNCR, or nultiple
PSN CRs submitted in one envel ope or w apper,
and based on the postmark on the envel ope the
subm ssion is determned to be tinely, the DLA
may date stanp the PSN CRs and need not retain
the original envel ope or w apper.

Excepti on: In the case where the subm ssion
date is in question or under dispute, the DLA
shoul d, for audit and appeal purposes, retain
the original envel ope or wapper bearing the
post mar k. In this circunstance, but where
mul ti pl e subm ssions are received in a single
envel ope or wapper, the DLA may either (1)
attach a copy of the original envel ope or
wrapper to each relevant application or (2)
record the file location of the original
envel ope or wapper on each application or
file copy received in that packet.

v Muiling Treated As Tinely Filing.

a.

USPS reqgul ations require that a docunent shal
be deened to be filed on the date of the
postmark stanped on the cover in which such
docunent was nail ed.

Thus, if the cover containing such docunent
bears a tinely postmark, the docunment will be
considered filed tinely, although it is
received after the |ast date, or the | ast day
of the period, prescribed for filing.

Note: |In cases where there are multiple USPS
postnmarks, the earliest postmark is wused to
determine the filing date, e.g., mail that is

forwarded from the receiving office to the
certifying office.

For WOTC/ W W pur poses a "docunent” nmneans the
PSN CR, I RS Form 8850 filed by the enployer to
request Certification. This document is
required to be filed or received by the DLA,
not later than the 2l1st day following the
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i ndi vityua arg—datE. For this purpose, a
docunﬂjR%époEteT in the mail in the
United States when it is deposited with the
donmestic mail service of the USPS.

ng Requirenents. The docunent nust be

deposited within the prescribed tinme in the mail in
the United States with sufficient postage prepaid.

5. Acceptability of Postmarks

a.

| f the postmark on the envel ope or w apper is
made by the USPS, such postmark nust bear a
date that falls not later than the 21st day
following the individual's start date. |If the
postmark bears a date later than the 21st day
after the individual's start date, t he
docunment will be considered not tinely filed.
Not e: Wien a SESA/ DLA date stanps a Form 8850
upon receipt, the date stanp is not later than
the 21° day after the job applicant began
work, and the SESA/DLA has no reason to
suspect that there is any problem with the
dates on page 2 of Form 8850, there is no need
for a [USPS] post mark.

If the postmark on the envelope is not
legible, and the DLA has no evidence of
recei pt within reasonable mail delivery tine,
beginning with the 21st day follow ng the
enpl oynent start date, the enployer or the
enpl oyer representative who is required to
file the docunent has the burden of proving
the time when the postmark was made. If the
cover containing a docunent bearing a tinely
postmark made by the USPS is received after
the time when a docunent postmarked and nail ed
at such tinme would ordinarily be received, the
sender may be required to prove that it was
tinmely mailed. To establish that proof, the
enpl oyer or his/her representative nust show

(1) that it was actually deposited in the
mail before the last collection of the
mail fromthe place of deposit not |ater
than the  21st day followng the
individual's start date of the enpl oyee;
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(2) t e Nel i mrreceiving the docunent
\mg (Eﬁ Aaﬁelgl/_in t he transm ssion of
the mail; and,

(3) the cause of such del ay.

C. If the envelope has a postmark made by the
USPS in addition to another postmark, the
post mar k whi ch was not made by the USPS shal
be di sregarded, and whether the envel ope was
mailed in accordance with this subdivision
shall be determned solely by applying the
rule in D 4., above.

d. If the docunent is sent by U S Registered
mai |, the date of registration of the docunent
shall be treated as the postmark date.

e. | f the docunent is sent by U S Certified nail
and the sender's receipt is postmarked by the
postal enployee to whom such docunent is
presented, the date of the U S. postnmark on
such receipt shall be treated as the postmark
date of the docunent. Accordingly, the risk
that the docunent will not be postmarked in
the day that it is deposited in the mail may
be overcone by the use of registered mail or
certified mail.

6. Postage neter postmarks alone, other than those
provided by the USPS, are not acceptable as
evidence of tinely filing unless received within a
reasonable amount of tinme through the USPS.
Nuner ous enpl oyers and delivery systens are using a
variety of postage neter equipnent, so that the
accuracy of dating by postage neters nmay be
i nconsi stent.
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nt a E ence. THE FOLLON NG LI ST OF

| NCLUSIVE. SWAs/DLAs NMAY USE OTHER

DOCUMENT SOURCES THAT THEY DEEM APPROPRI ATE TO VERIFY AND

ESTABLI SH TARGET GROUP ELIGBILITY. Note. The Forml-9 is no

| onger an acceptabl e pi ece of docunentary evidence. ESPL No.

dated March 1998

officially rescinded authority to use this

formas proof of age and residence.

AGE/BIRTHDATE

(required for High Risk, Summer Youth

& Food Stamp)

@ Birth Certificate

@ Driver's License

@ School I.D. Card/School Records

@ Work Permit

@ Federal/State/Local Government 1.D. ¢
@ Hospital Record of Birth

FAMILY INCOME

(required for Ex-felon)

@ Pay Stubs

@ Employer Contacts

@® W-2 Forms

@ UI Documents

@ Public Assistance Records
@ Family Members' Statements
@ Parole Officer Statements

EX-FELON STATUS

@ Parole Officer's Name/Statement
@ Correction Institution Records

@ Court Record, Extract, Contact

FOOD STAMP RECIPIENT

@ Food Stamp Benefit History

@ Signed statement from authorized individual with specific
description of months benefits were received.

@ Case Number/Identifier

SST RECIPIENT

@ SSI Record or Authorization
@ SSI Contact

@ Evidence of SSI Issuance

NUMBER IN FAMILY
(required for Ex-felon)

@ Public Assistance

@ Social Service Agencies

@ Family Members' Statements
@ Parole Officer's Statements

. Where any item of docunentation such as a Federal

VETERAN STATUS

® DD-214

@ Reserve Unit Contacts
@ Discharge Papers

VOCATIONAL REHABILITATION
REFERRAL

@ Voc. Rehab. Agency Contact

@ Social Services Agency

@ Veteran's Administration Contact

AFDC/TANF & Long-Term Assistance Recipient

@ AFDC Benefit History

@ Signed statement from authorized individual with specific
description of months benefits were received.

@ Case Number/Identifier

EMPOWERMENT ZONE/ENTERPRISE
COMMUNITY

@ Driver's License

® Work Permit

@ Utility Bills

@ Lease Documents

@ Voter Registration Card

@ Computer Printout From Other Government Agencies
@ Food stamp Award Letter

@ Housing Authority Verification

@ Landlord's Statement

@ Letter From Social Service Agency or School
@ Library Card 44

@ Medicaid/Medicare Card

@ Property Tax Record

@ Postmarked Envelope Addressed to Applicant
@ Public Assistance Records

@ Rent Receipt

@ School I.D. Card

@ Selective Service Registration Card

o W4

|.D. Card does not contain age or birthdate,

the SESA nust obtain another docunmentary source to verify the individual's age.

¢ \VWere any item of docunentary evidence,

such as a Library Card does not contain the holder's

address, the SESA nust obtain other documentary evidence issued in the jurisdiction where the EZ/ EC

or RCis |located showi ng the hol der's address.
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Special Rul es fgp ngai{AongF C;rtifications

1

Validity Period of Conditional Certifications

a.

Because of the specific |anguage in the |aw,
t he validity peri od for Condi ti onal
Certifications requiring an econoni ¢
determnation is generally 45 days. This
applies to the qualified Ex-Felon target
group. Conditional Certifications that do not
require an econom c determ nation have no
pr edet er m ned validity peri od; i.e.,
Vocat i onal Rehabilitation Referral s and
Reci pients of AFDC TANF paynents, but are
required to neet the specific requirenments for
their target group at the time of their hire
and/ or start date.

The applicant nmay continue to search for
enpl oynent even after the validity period
expires. However, revalidation is required if
an enployer wants to hire the applicant and
t ake advantage of the tax credit.

Since an Ex-Felon Conditional Certification
requires an economc determnation, it 1is
valid for only 45 days. The eligibility of a
hired person with an expired voucher of this
type nust be redetermned Dbefore the
Certification can be I ssued agai n.
Redet er m nati on of eligibility i nvol ves
recal culating and annualizing famly incone
for the 6-nmonth period inmediately preceding
the nonth in which the enpl oyee starts work.

The annual i zed incone rate nmust be 70 percent

or | ess of t he current LLSI L. The
participating agency or the DLA nust also
determ ne that the individual still neets the

Ex- Fel on requirenents.

This information is recorded on a new
Condi ti onal Certification and mar ked
"Reval i dation." Updat ed appl i cant
characteristics also nust be entered as part
of the revalidation process.

Phot ocopi es of applicant-provided docunentary
evi dence and/ or col | ateral sour ces f or
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est ablshi i gip | i nmust be those used to
est ab shF?h%peEon' s eligibility for the
"revalidation,” which nay or may not be the

sanme as those used to issue the original
Condi ti onal Certification.

g. If a person with a revalidated Conditiona
Certification is selected as part of the
verification sanple, information wused to
conpl ete t he reval i dat ed Condi ti ona
Certification as recorded on the new
application should be verified, rather than
that used for the original determ nation

Special Rules for Tineliness.

1.

Wen the last day of the 21-cal endar day
period ends on a Saturday, Sunday or | egal
hol i day, the next succeeding business day,
which is not a Saturday, Sunday or |egal
holiday wll be treated as the |last day of the
peri od. PSN CRs which are postnmarked accordi ng
tothis rule will be considered tinely.

By mailing the docunents to the DLA in a tinely
manner, the enployer has fulfilled the "timely
request" requirenent, even if the ETA docunents are
i nconpl et e.

Enpl oyer Representatives. An enployer nmay use an

internmediary; e.g., a managenent services firm to serve
as an authorized representative to conduct WOTC program
activities. The follow ng general guidelines apply:

1

| RS has recogni zed that any enpl oyer representative

must be properly designated. Therefore, the
ori gi nal not ari zed Power - of - At t or ney, or a
notarized copy of a duly authorized Power-of-
Attorney, designating an enployer representative
nmust be provided to the appropriate DLA/ SESA.

Note: | RS Form 2848, "Power-of-Attorney and Decl arati on
of Enpl oyer Representative" nmay be wused for this
pur pose. An equival ent docunment acceptable by the DLA
may al so be used.
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* There is |D rEgui/Ae\rerlt: tI notarize the

signature on an original |IRS Form 2848, “Power
of At t or ney and Decl arati on of
Representatives.” Any equival ent docunent,
however, that the SWAs/DLAs accept nust have
the signature notarized on the origi nal Power
of Attorney.

. When the SWAs/DLAs require a “notarized copy”
of an IRS Form 2848, “notarized copy” neans
the notary has seen the original | RS Form 2848
and is attesting that the copy is a true and
exact copy of the original | RS Form 2848.

2. Phot ocopies of the original Power-of-
Attorney should also be on file at
appropriate SESA/ DLA | ocal offices. States
shoul d not inpose additional requirenents
for docunenting Powers-of-Attorney.

* 3. Wen the Power-of-Attorney is properly
filed, the SESA/DLA is obligated to honor
it and conduct WOTC and/or W W busi ness
with the representative as though she/he
wer e t he enpl oyer. | t S t he
responsibility of the SESA/DLA and not of
the IRS to track Powers of Attorney,
whether or not the RS Form 2848 is used.
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VI, ADM NI STRATI ON w:) WDOKI NgREqJI REMENTS

A Cooperative Agreenents at State and Local
Levels. The role of "participating agencies" is
recognized in WOIC |aw. In recogni zing

participating agencies, DLAs are required to
negoti ate formal cooperative agreenents, also
known as Menoranda of Understanding, with State
or |l ocal agencies which may then participate in
the adm ni stration of the program

State and | ocal agreenents need not follow a
prescri bed pattern. Specific elenents of such
agreenents should be the result of negotiations
between the DLA and participating agencies.
Agreenents should be nutually reviewed at | east
annual |y and shoul d i nclude the foll ow ng:

1. Procedures which mnimze for applicants
and enpl oyers or enpl oyer representatives
the nunber of contacts and processing

st ages;

2. Procedures to establish a system for
orderly managenent of WOTC job orders,
appl i cant referrals, verification

activities and records;

3. Establishing an eligibility det erm nati on
process consi st ent W th pr ocedur es
outlined in Chapter V.

4. Provi de for traini ng, review and
verification by the DLA of eligibility
determ nati ons by the participating

agency;

5. M nim zi ng paperwork requirenments; and,

6. Procedures, nutually devel oped, to allow
t he DLA to neet its nmoni tori ng

responsibilities of WITC and WW Tax
Credit activities.

B. WOTC Fundi ng

1. Aut hori zati on. ETA has distributed funds
to the DLAs, through the Regional Ofices
(RGs), using a fornmula based on Civilian
Labor Force, WOTC workload and welfare
popul ati on.
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2. Account i anosB. AheFDLAJ_Wi Il account

for costs associated with admnistering
the WOTC program and the WW Tax Credit.
Costs for verification activities wll be
reported separately fromall other costs.
The DLAs should report both quality
revi ew and audi ting costs under
verification activities.

C. Identifying WOTC and WW Job Orders. \Wen a
job order is received from an enployer who
requests only individuals pre-certified under
WOTC/WW or expresses a preference for
i ndi viduals pre-certified under WIC and/or
WW State agency records should show the
request and this data should be reported in
accordance with the DLA's instructions.

D. Liability. The Departnent of Labor cannot
i mmuni ze the DLAs and/or the participating
| ocal agencies froma possible judicial finding
of liability based on circunstances of a given
case. To mnimze potential liability and/or
damages, the ETA and the I RS have established
standard criteria for determ ning and verifying
eligibility.

These criteria permt enployers to claim the
tax credit on qualified wages paid until the
enpl oyer or the enployer's representative
receives an invalidation notice fromthe DLA
This notice is based on the discovery of error
and/or fraud in the eligibility determ nation
process. As long as a DLA or participating
agency establishes a systemin conpliance with

appl i cabl e regul ati ons, directives and
agreenents, the potential for liability is
further mnimzed.

When applicants, enpl oyers and enpl oyer
representatives make and/ or accept

docunentation in which no fraud was willfully
i ntended, a determination of liability nust be
made case by case. An applicant, enployer or
enpl oyer's representative is responsible for
hi s/ her own acti ons.

Recovery procedures wll be instituted against
an applicant who fraudulently attested to facts
on his/her eligibility as showm on the
appl i cation. Fal si fying or conceal i ng
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information req t i violating 18
U S.C 1001 andﬂals Egh Zha Fg a fine of not
nore than $10, 000 or |npr|sonnent of not nore
than five years. Action to recover froma WOTC
participant any credit granted (based on the
participant's fraudulent docunentation) is
solely within the discretion of the IRS, based
on the DLA s revocations of Certifications
(i nval i dations).

E. Record Retention (VWait for IRS Information Re:
el ectronic

form)

1. Desi gnat ed Local Agenci es

a. Eligibles. The DLAs are required to
keep WOTC and WW Tax Credit records
(applications, supporting
docunentation, etc.), including al
records for withdrawmn Certifications,
for a period of 4 years fromthe date
of Certification, or fromthe date of
i ssue of the determ nations which do
not result in Certification. This
time period conforms to the IRS
"record retention requirenents” for
enpl oynment taxes, which specifies
that records be kept for 4 years
after enpl oynent taxes are due.

In spite of the WOTC/ W W carryover
provi si ons, t he 4-year record
retention period still applies.
However, prior to the expiration of
the 4-year retention period, should
any litigation or audit be initiated
or should any claim be instituted
involving the records, the records
shall be kept beyond the 4-year
period until the litigation, claimor
audit findings are finally resol ved.

b. Ineligibles. The DLA should keep
applications for ineligibles or
i nval i dated applications, including
perti nent docunent at i on and

supporting fornms, for at least 1
year, but longer if further action or
an appeal is pending and the DLA has
been notified in witing.
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a Responsi bility of t he DLA for
Retention. As part of the nenorandum
of agreenent between a participating
agency and a DLA, the DLA nay retain,
i f mut ual |'y agr eeabl e, t he
responsibility for record retention
of the conplete file. This includes
docunentary evidence wused by the
participating agency to determ ne
eligibility.

b. Record Retention by the Participating
Agency will be the sane as for the
DLA.

Policy Carification/Appeal s Resolution It is
expected that questions, especially those
pertaining to eligibility determ nation and
Certification, and procedural issues, wll be
resol ved at the DLA |l evel. Those policy issues
t hat cannot be resolved at the DLA | evel shoul d
be submitted in witing to the ETA Regional
O fice for response.

To maintain uniformty in resolving policy
I ssues, questions and questioned determ nations
t hat cannot be resolved at the Regional |evel,
and policy matters, appeals and wai ver requests
involving IRS issues should be submtted in
witing to the National Ofice, ETA by the ETA
Regional Ofice, Attn: National Coordinator via
ORM A suggested format is in the appendi ces of
t his Handbook. The USES National Ofice staff
will respond to Regions on ETA policy issues
and will refer to the IRS National Ofice,
matters which fall within its jurisdiction.

The ETA National Ofice wll report IRS
responses to appropriate RGs for transnmittal to
the DLAs. Further, ETA and IRS policy direction
that reflects national concerns will be issued
in field nmenoranda, revisions or supplenents to
t hi s Handbook to ensure program consistency. In
i nstances where a final resolution to a policy
i ssue may be del ayed, the National Ofice wll
provide an interim acknow edgnent or status
report.

ET HANDBOCK 408
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G WOTC/ W W Appeal hGlljleI y\ne ases where a
DLA has issuedl4 n a certification
request, the enployer nay appeal t hi s deci si on.

Thi s appeal should be based on sources ot her
than those used in issuing the original denial,
unless it can be established that the origina
denial was issued in error because of a
m sinterpretation of information. Were an
enpl oyer supplies the “Appeal Docunentation”
listed below and the information supports
eligibility, such docunent ati on shoul d
supersede the original denial notice and a
Certification will be issued.

H. Docunentati on Wi ch Can Be Used for Enpl oyers’
Appeal s.

1. Cat egory A AFDC/ TANF Reci pi ent.
Casewor ker’s signed statenent with the
appl i cant’s nane, social security nunber,
hire date indicating the nunber of
nmont hs that the new hire was on wel fare
before the enpl oynent start date.
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The casewo r'et elpephpne nber and
address sh dF% sgxbe i nclluded.

2. Category B. Veteran. |If no DD-214 is
avai l able, a verification letter from
the Veteran’s Adm nistration with the
appl i cant’s nane, social security nunber,
branch of service, and active duty
dates. Each statenent should be signed
by a Veteran’s Adm nistration
representative, and be on a Veterans
Adm ni stration Form These forns could
possi bly include but are not limted to,
a Reply to National Personnel Record
Center form a Summary of Mlitary
Service form a Certificate of Mlitary
Service form or a Freedom of
| nformati on Act (FO A) Rel ease
st at enent .

3. Category C Ex- Fel on. Parole O ficer’s
signed statenent verifying the new hire
was convi cted and/or released from prison
for a felony within the past year or on
work release froma felony or conviction

The  statenent shoul d include the
appl i cant’s name, Social Security Nunber,
hire date, the conviction and release
dates, and the Parole Oficer’s name and
t el ephone nunber. Al so needed would be a
statement fromthe applicant or the Parole
Oficer indicating the 6 nonths income for
the household is below the Lower Living
Standard I ncone Level for the appropriate
county if incone anmpunt is in question.

4. Cateqgory D. Enpower nent Zone/ Ent er pri se
Comuni ty. Signed statenent from an

of ficial of the nine enpowernent zones or
urban or rural enterprise communities in
whi ch the applicant’s address is |ocated
that verifies that the address is in the
EZ/ EC.

5. Category E. Vocational Rehabilitation
Assigned statenent from the Vocational
Rehabilitation counsel or W th t he
applicant’s nanme and social security
nunber and the agency nane from which the
assi stance was received.
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6. Cat egory E RSugErF Yqzh. Si gned
st at enent o] reprlesentative of the
county in which the address is |ocated
that states the address is in an EZ/ EC. |If
no other proof of age is available, a
signed statenent froma parent or guardi an
attesting to the new hire’s date of birth
i's acceptabl e.

7. Category G Food Stanps. A signed
casewor ker statenment with the applicant’s
name, social security nunber, start date,
i ndi cating nunber of nonths on food stanps
and verification of age. St at enent s
shoul d I ncl ude casewor ker’s narne,
t el ephone nunber and address.

8. Category H Supplenental Security |ncone.
Printout from SSI or signed statenent

from caseworker wth applicant’s nane,

soci al security nunber , hire dat e
indicating the individual received SSI
benefits any tinme in the 60 days endi ng on

the hire date. Statenents should include
casewor ker’s tel ephone nunber and address.

9. Category |. Welfare-to-Wrk Long Term
Assi stance Reci pient. Caseworker’s signed
statenment with the applicant’s nanme soci al
security nunber, hire date and a statenent
that the new hire was on welfare for the
required nunber of nonths before the
enpl oynment start date. Al so included
should be the caseworker’s telephone
nunber and address.

10. Enployer Information is Inconplete. Wen
t he enpl oyer submts an RS Form 8850 with
conplete applicant information, but with
sone of the enployer information in
guesti on, (e.qg., a transposed FEIN
nunber) , the SESA my request the
corrected informati on and consider the IRS
Form 8850 as received in a “tinely” basis.

11. |1RS Form 8850 Denied for Failure to Submt
in a Tinely Mnner. In cases where a
m scount of days due to weekend or hol i day
days, the enployer may submt a letter
addressing the fact and requesting review
of that record. 1In the case of a lost IRS
Form 8850, an enpl oyer nmay submt a copy
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of the IR o] 8 Olv_vitl‘g'proof of the
mai | i ng dat (J;E., heloridinal of a US.
Postal Service (USPS) “Certificate of
Mai | i ng” (PS Form 3817).

Program Reporting Requirenents. In order to
effectively meet its managenent
responsibilities and to have adequate data with
which to evaluate the Wrk Qpportunity and
Wl fare-to-Wrk Tax Credits, ETA nust inpose
m ni mum reporting requirenents upon the DLAs:

1. On a quarterly basis, DLAs nust extract

dat a ei t her from Condi ti ona
Certifications, ICFs, and Certifications.
The data sources w |l depend upon each
State's processi ng pr ocedur es. Thi s

information is reported to the USES on a
quarterly basis.

2. Data wll be forwarded to the USES,
National Ofice, through the appropriate
Departnent of Labor(DOL) Regional Ofice
in three separate reports, consisting of
the foll ow ng sets of data:

a. The nunber of eligibility
determ nati ons (Condi ti onal
Certifications) I ssued, by
participating agency and by target
gr oup. Not e. Because sone

i ndi viduals may be eligible for both
tax credits, thereby receiving dual
certifications, all data nust be
reported by dual certification, as
well as by WOTC and WW tax credit
(See “Clarifications for Quarterly
Report No. 2 Instructions,” Appendi X

1)

b. The certification workload and
characteristics of certified
i ndi vidual s by target group, hourly
wage and occupation reported by dua
certification, as well as by WOIC and
WWtax credit; and

C. Resul ts of agency quarterly
verification (quarterly audits of
Certifications made) activities,
i ncl udi ng uni verse size, sanple size,
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and nb d —percentage of
i neli JEE Rerﬂfiglati}:ls identified.

J. Reporting Procedures. Al WOICWWreports are
prepared quarterly during the cal endar year and
will include information <collected from
t hroughout the State. Data will be reported
beginning with a zero balance for each
reporting quarter. This change from the
accunul ati on of data throughout the fiscal year
was necessary because of addi ti onal
requi renents to respond to various inquiries
using quarterly data in various annualized
configurations. An original and one copy of
each report will be forwarded to the Regional
Ofice, Attention: Ofice of Admnistrative
Support. One copy only will be sent to the USES
National Ofice, via ORM Attn..: USES/ WOIC &
W W TEESS.

1. Submtting the Reports. Reports wll be
prepared using ETA Form 9057, "Conditi onal
Certifications Issued," Wrk Qpportunity
and Welfare-to-Wrk Tax Credits, (Report

#1) ; ETA  Form 9058, "Certification
Wor kl oad and Characteristics of Certified
| ndi vi dual s, " Wor k Qpportunity and

Wel fare-to-Wrk Tax Credits, (Report #2);
and ETA Form 9059, "Verification Results,"”
Work Opportunity and Wl fare-to-Wrk Tax
Credits, (Report #3). They w il be
submtted as foll ows:

a. ETA Forms 9057 and 9058 (Reports #1
and #2) will be mailed so that the
Regional Ofice receives them not
| ater than 20 cal endar days follow ng
the closing date of the report
period. The Regional Ofice wll
prepare a Regional summary using the
same two forns to consolidate data
received fromall DLAs in the Region,
attach one copy of weach State's
report (not letter of transmttal)
and forward to the USES National
Ofice, Attention: ORM TEESS, by the
25th calendar day of the nonth
followng the closing date of the
report period.

b. ETA Form 9059 (Report #3) wll be
mailed so that the Regional Ofice
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recei O byt hg20tT cal endar day
of tISF E?h /*DAF% ollowing the
closing date of the report period

The Regional Ofice will forward one
copy of reports for each DLA to the
National O fice, ORMTEESS, by the
25t h cal endar day of the 5th nonth.

States will select the statistically

random sanpl e and initiate
verification activities quarterly,
but not later than the nonth

imediately followmng the report
period. The delay in reporting the
results allows for the lag-tine in
obtaining U wage records comonly
used in verifying certain enployer
and enpl oyee information. The del ay
will afford the States anple tine to
revi ew docunents, verify information
sources, and, if necessary, verify a
second sanpl e of dat a.

2. Conpleting the Forns. Conplete the itens
common to all three reports uniformy and

insure that all information is |egible on
all formns:
a. State. Enter the nanme of the State.

b. Period Ending. This is the |ast day
covered by the report; e.g.,
Sept enber 30, 1997.

C. Nanme and Title of Responsi bl e
Oficial. The nane and title of the
person aut horized to sign the report.

d. Si gnat ur e. Responsible official's
si gnat ur e.

e. Date Signed. The date the report is
signed by the responsible official.

f. Ceneral Approach. Prepare reports
based on data from processing forns;
e.g., PSNCRs, |ICFs, Conditiona
Certifications and Certifications.
I ncl ude the nunber of individuals
served in each target group, data on
tax credits authorized, starting
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e R QW N i L

g. ETA Form 9057 - Report #1. Thi s
report is designed to collect the
nunber of Conditional Certifications
(ETA Form 9062s) issued during each
reporting quarter by the DLAs and
participating agencies and by target
group. The report should be prepared
using data collected from ETA Form
9062.

This report also reflects the changes
enacted by P.L. 105-34. In addition
to reauthorizing the WIC and
expanding WOTC target groups to
i nclude certain SSI recipients, P.L.
105- 34 al so established a second tax
credit, the Wlfare-to-Wrk Tax
Credit, for certain long-term IV-A
recipients. Therefore, this report
col l ects quarterly dat a on
conditional certifications by each
tax credit. Further, because sone
i ndividuals may be eligible for both
tax credits, and because such
individuals must be issued dua

certifications, all data collected on
conditional certifications must be
reported by dual certification, as
well as by WOTC and WWtax credit.

The report is divided into two
sections. The first section,
entitled “. By Issuing Agency,”
reports t he nunber of WOTC
conditional certifications (CCs), the
nunber of WWCCs, and the nunber of
dual (WOITCWW CCs issued by SWAs
and all participating agencies (boxes
1-11).

Where no CCs have been i ssued,
pl eased enter “0.”

The second section, entitled “Il. By
WOTC Target or Long-term | V-Reci pi ent
Group,” reports the sane information
-- the nunber of WOIC CCs, the nunber
of WW CCs, and the nunber of dua
(WOTC/WW CCs, by WOTC target group
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?ngeplzl:gzn)gAerlﬂ IT:A reci pi ent

Where no CCs have been issued, please
enter “0.”

The quarterly and year-to-date
(cumul ative) totals in Sections |
(boxes 10-11, respectively) should
equal the quarterly and year-to-date
(cumul ative) totals in Section II
(boxes 21-22, respectively).

NOTE: This form no |onger reports
conditional certifications by type,
i.e., by whether they are original or
revalidated (box 3 of ETA 9062).
Therefore, counts of CCs in boxes 1-9
and 12-19 should not distinguish
bet ween original and revalidated CCs;
for exanple, if in the first quarter
of fiscal 1998, an agency issued 70
original and 30 revalidated CCs, that
agency issued 100 CGCs.

Note also that this form no | onger
reports conditional certification
i nval i dati ons.

* h. ETA Form 9058 - Report # 2. PART I
of this report has been redesigned to
clarify and sinplify data reported on

certifications and to indicate
DLA/ SESA wor k| oad during each
reporting quarter. Part Il continues

to col | ect dat a on sel ected
characteristics of individuals wth
tax credit certifications.

*Background. The purpose of ETA
Form 9058 (Rev. June 2001), is to
provi de State Wbrkforce Agencies
(SWAW's) with a standardi zed
reporting format which accurately
reflects the Work Cpportunity Tax
Credit (WOTC) and Wl fare-to-Wrk
Tax Credit (WW programactivity
| evel s and outcones. It is
important for SWA's to maintain
progranmmatic reporting procedures
that account for each tax request
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(IRS n}QES rgcei ved and it’s
subseE:Ln u?%ongg(is uance of a
tax certification or issuance of a
denial notification). A properly
conpl eted ETA Form 9058 (Rev. June
2001) accurately reflects program
use at the enployer |evel, program
outcone activity at the SWA | evel,
and the | evel of any progranmatic
backl og that may exist. To ensure
that the WOTC/ W W program can be
accurately evaluated at the

national level, it is critical that
all SWA's report in a standardi zed
manner .

The proposed revisions, to ETA Form
9058 (Rev. June 2001), build on the
framewor k establ i shed by the

exi sting ETA Form 9058 (Rev.

03/98). The formitself remains

| argely the sane. However

techni cal changes have been made to
Part |, to ensure consistent and
accurate reporting of all WOTC/ WW
activities during the reporting
quarter. Part Il reflects

adj ust rent s whi ch may becone
necessary to ensure conformty with
changes in federal m ni num wage
requirenents.

SWA' s shoul d be aware that
transition to the revised ETA -9058
(Rev. June 2001) may artificially
inflate the nunber of New Request
reported in Part |, Item (C for
the initial report period since it
w Il capture those request (IRS-
8850) which may have been received
by a SWA prior to the reporting
guarter, but for sone reason not
entered into the SWA's WOTC/ WW
system

Instructions for conpleting this
form

State Enter the nane of the state
subm tting ETA Form 9058.

Quarter Ending Enter the ending
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(é_?_'tA\eant ;%Sgﬂrtfz reFr esent ed by

Part |. Certification Wrkload.
SWA's nust identify fromPart I,
Item F on the previous reporting
quarter’s ETA Form 9058 (Rev.03/98)
t he nunmber of request (I RS Form
8850) determ ned to be Inconplete
or Needi ng Action, as defined

bel ow.

(A) Nunber of Request Inconplete Enter
the total nunber of request (IRS
Form 8850) received by the SWA
prior to the beginning of the
current report period, but for
whi ch no applicant eligibility
determ nation action (excluding the
48- hour review) has been taken.
This total is to be entered into
Part |, Item (A of ETA Form 9058
(Rev. ??/ ?7?)

(B) Nunber of Request Needing Action
Enter the total nunber of request
(I RS-8850) received by the SWA
prior to the beginning of the
current report, but for which no
review and or action was taken to
determ ne applicant eligibility.
This total is to be entered into

Part |, Item (B) of ETA-9058 (Rev.
??1 ?7?).

(© New Request Enter the total nunber
of request (I RS Form 8850) received
by the SWA during the current
reporting quarter. Note: Sone
states may have received request
(I'RS Form 8850) that were not
previ ously recorded and/ or reported
on any prior quarterly report ETA-
9058 (Rev. 03/98) for various
reasons. It is inportant for the
SWA to report all requests (IRS
Form 8850) received, therefore, any
request received outside of the
current reporting quarter which
have not previously been reported
shoul d be included with the nunber
of request received during the
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curre r rteangpger pd and t hat
t ot al 11-Dnt r d/%s Ee nunber of New
Request. This total is to be

entered into Part I, Item (C of
ETA- 9058 (Rev. ??/?7?).

(D) Total Request to be Processed
Enter the sumof Items A, B & C
This total represents the nunber of
requests (I RS Form 8850) received
by the SWA, which are available to
be processed. This total is to be
entered into Part I, Item (D) of
ETA Form 9058

(E) Requests Certified Enter the
total nunber of WOTC certifications
i ssued during the current report
period, plus the nunber of WW
certifications issued during the
current report period which are not
t he product of a dual
certification, (WWOnly).

(F) Requests Denied Enter the total
nunber of requests (I RS Form 8850)
denied by the SWA during the
current report period.

Note: A denial is a request (IRS
Form 8850) determ ned by the SWA to
be ineligible for both tax credits

(G Nunber of Requests Inconplete
Enter the total nunber of requests
(I RS Form 8850) received and
reviewed by the SWA, but for which
the SWA coul d neither approve or
deny due to such things as but not
limted to; the need for additional
eligibility docunentation for which
the SWA has nade a formal request
to the enployer, authorized tax
consultant, or other third party
entity; ETA Form 9061 not
submitted, etc. Note: This value
will also be entered in Part |
Item A, of the subsequent quarterly
report ETA Form 9058 (Rev. June
2001) .

(H  Nunber of Request Needing Action
Enter the nunber of request (IRS
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Form 0 egri v byt he SWA, but
for V\Egh A/iﬁvan or action
was taken to determ ne applicant
eligibility. Note: This value wll
al so be entered in Part |, Item B,
of the subsequent quarterly report
ETA- 9058 (Rev. ??/?7?).

Part |, IltemHis the sumof Item
Db mnus ItemE, mnus ItemF,
mnus ltem G

Part | Conpl etion Formul a:
ltemA+B+C=D-E-F-G=H

Part I1. Characteristics of
Certified Individuals by Tax
Credit. This part is divided into
three sections (Section |, Section
J, and Section K).

Section I, reflects the nunber of
request (I RS Form 8850) certified
by the SWA during the current
report period by WOTC/ W W't ar get
groups. Section J, reflects the
nunmber of request (I RS Form 8850)
certified by the SWA during the
current report period by starting
hourly wage. Section K, reflects
t he nunmber of request (I RS Form
8850) certified by the SWA during
the current report by occupation.

Section |

Section |, Colum (a) Enter the
total nunber of certifications, by
target group, issued by the SWA
during the current report period,
which resulted fromthe issuance of
a conditional certification.

Section |, Colum (b) Enter the
total nunber of WOTC certifications
(i ncluding dual certifications)

i ssued by the SWA during the
current report period, by target

group.

Section |, Colum (c) Enter the
total nunber of WW (only)
certifications issued by the SWA
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duri nD hR:uAenFr epFrt peri od.
Section |, Colum (d) Enter the
total nunber of WOTC certifications
i ssued by the SWA during the
current report period, by target
group, which are the product of a
dual certification.

Section |, Line #10 Enter the suns
of colums (a), (b), (c) & (d).
Note: The total of Section I, Line
#10, columms (b) & (c) shoul d equal
the total entered in Part |, |Item
E, Requests Certified.

Section |, Line #11 Enter the
curul ative federal program year-to-
date totals of colums (a), (b),
(c) & (d). Note: The first
quarterly report of the federal
program year (Cctober 01/ Decenber

31), the totals of Section I, Line
#10 and Li ne #11 should be the
sane.

Section J

Section J, Colum (a) Enter the
total nunber of WOTC certifications
i ssued by the SWA during the
current report period, by starting
hourly wage. Note: The total for
Section J, Colum (a), Line #18 is
the sum of the colum and nust

equal the total for Section I
Colum (b), Line #10.

Section J, Colum (b) Enter the
total nunber of WWcertifications
(i ncludi ng dual s) issued by the SWA
during the current report period,

by starting hourly wage. Note:

The total for Section J, Columm

(b), Line #18 is the sum of the
colum and nust equal the totals
for Section |, Colum (c) & (d),

Li ne #10.

Section K
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Secti£9 KFQbofannF%a)1—Enter t he

total nunber of WOTC certifications
i ssued by the SWA during the
current report period, by
occupation. Note: The total for
Section K, Colum (a), Line #28 is
t he sum of the colum and nust

equal the total for Section |
Colum (b), Line #10.

Section K, Colum (b) Enter the
total nunber of WWcertifications
(i ncludi ng dual s) issued by the SWA
during the current report period,

by occupation. Note: The total

for Section K, Colum (b), Line #28
is the sumof the colum and nust
equal the totals for Section I
Colum (c) & (d), Line #10.

Nane and Title of Responsible
Oficial Enter the name and title
of the authorized signatory

of ficial.

Signature Enter the signature of
t he authorized signatory official.

Date Enter the date of the
aut hori zed signatory official’s
si gnat ur e.

Convert as foll ows:

Unit of Tine

Day
Week
Mont h

Cal cul ated Hourly Wage

Amount di vi ded by 8
Amount di vi ded by 40
Armount Divided by 172

*

The occupational data reported in boxes 19-26

are derived fromthe job titles reported on ETA

Forns 9061 or

job titles for
assigned the followi ng one-digit DOL D ctionary of

Cccupati ona

9062. To prepare this report, the

certified individuals should be

Titles (DOT) through the end of

Pr ogram Year

(PY) 2001. These codes correspond to

t he 5Cccupati ona

Category | abels as foll ows:

Labe

Code
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Pr of essi onal , Te ic 0/1
Manageri al w R A F T
Clerical and sal es

Servi ce

Farm Forestry, Fishery
Processi ng

Machi ne Tr ades

Bench Work

St ruct ural

M scel | aneous

oooooodo o
OCO~NOURAWN

The entry for each line will be a count of the
certifications with the correspondi ng category.
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After the PY 2001 transi f™n peyi odaar aprted o t he

states to stop using thd BOTAnd A\artlFusinh t he
O* NET, SWAs/ DLAs  should start using the new
famlies of occupations and their two-digit

correspondi ng codes as illustrated in the foll ow ng
table.
O*NET _SOC JOB FAM LI ES |
Code
_ 0O Managenent 11
O Computers 13
O Heal thcare Support 31
O Food Preparation & Serving Rel ated 35
O Bldg., & Gounds Ceaning & Maintenance 37
O Personal Care & Service 39
O Sal es 41
O Ofice & Admi ni strative Support 43
O Farm ng, Fishing, & Forestry 45
O Construction & Extraction 47
O lInstallation, Mintenance & Repair 49
O Production 51
O Transportation & Material Mving 53
i ETA

Form 9059-Report #3. After al
Certifications selected for the
audi t/verification sanpl e are
reviewed, the results of the review
must be reported on ETA Form 9059.

ETA Form 9059 was designed to report
the results of the quarterly audit of
a randomy chosen sanple (See Table -
Sanple Sizes, p. MI-77 in the
Handbook) of all the certifications
i ssued for that quarter. Pursuant to
P.L. 105-34, as of Cctober 1, 1997,
the universe of certifications to be
audited includes all Wl fare-to-Wrk
and dual (WOIC WW certifications as

wel | as al | i ndi vi dual WOTC

certifications i ssued f or t he

reporting quarter.

(1) Line 1 - Universe Size. Enter
t he t ot al nunber of

certifications issued during
the reporting period. Thi s
nunber should be the sane as

t he t ot al nunber of
certifications reported in Part
l., Certification Acti ons

(System Qutputs), Colum D of
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)[A 9668 (R t No. 2
[) FEBr/ngFEa quggtigér )

(2) Line 2 - Sanple SizeEnter the
total nunber of certifications
in the audit sanple for which
verification data was acquired
for the audits. This nunber
must equal or exceed the
appropri ate nunber shown in the
table (p. WVII-76) on sanple
size in the Handbook.

(3) Line 3 - Nunber Invalid. Enter
t he nunber of certifications in
t he sanpl e whi ch, after
verification, were determ ned
to be invalid.

(4) Line 4 - Percent Invalid. Calculate
and enter the percentage of the
sanpl e determ ned to be invalid using
the follow ng fornul a:

Number of | nvalidations

X 100
Sanpl e Size

Note: If this percentage is less than 5
percent, do not conplete lines 5 and 6. If
the percentage of Line 4 is 5 percent or
nore, a second sanple equal in size to the
first must be drawn and verified in the same
manner. The MNunmber |Invalid and Percent
Invalid from the second sanple shall be
entered in Lines 5 and 6. If the Percent
Invalid in the second sanple is 5 percent or
nore, corrective action shall be initiated
according to instructions in Chapter VII of
t he Handbook.

(5) Lines 7-12 nmust be
conpleted to perform a
separat e quarterly
verification for economc
determ nati ons. (Ex-Felon

onl y)

(6) Line 7 - Universe Size.
Enter the total nunber of
certifications issued for
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[) Fgﬂe/sg- | oT"t arget group
ri th reporting
period. This nunber shoul d
be the same as the total
nunber of certifications
reported in Part 11., Sec.
(1), Line 3 of ETA Form
9058 (Report No. 2) for
t he sane quarter.

(7) Line 8 - Sanple Size.
Enter the total nunber of
certifications in t he

audit sanple for which
verification dat a was
acquired for the audits.
Thi s nunber nust equal or
exceed the appropriate
nunber shown in the table
(p. MI1-63) on sanple size
in the Handbook.

(8 Line 9 - Nunber lInvalid.
Ent er t he nunber of

certifications in t he
sanpl e whi ch, after
verification, wer e

determned to be invalid.

(9 Line 10 - Percent Invalid
Cal culate and enter the
percentage of the sanple
determined to be invalid
usi ng t he foll ow ng
formul a noted above. | f
this percentage is |less
than 5 percent, do not
conplete lines 11 and 12.
I f the percentage of Line
10 is 5 percent or nore, a
second sanple, equal in
size to the first nust be
drawn and verified in the
sane manner.

Not e: If the Percent
Invalid in the second
sanple is 5 percent or
nor e, corrective action
shal | be initiated
according to instructions
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[) Fagnégg;EgerT' vV of t he

(10) Lines 11 & 12 - Percent
Invalid & Nunber Invalid.
Ent er correspondi ng nunber
fromthe second sanple.

(11) Line 13 - Nane and Title
of Responsible Oficial;
Si gnature and Date Signed.
Print or type conplete
nane of official reporting
the verification results;
Si gnhature, sign your nane,
| egi bly and enter the date
(mont h, day, year) in
whi ch report was conpl et ed
and si gned.
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Paper wor kK Managenent

1. Fornms. The follow ng WOTC For ns rnust
be used w thout nodification:

< IRS Form 8850, The  Work
Qpportunity Tax Credit &
Wel fare-to-Wrk Tax Credit Pre-
Scr eeni ng Noti ce and
Certification Request.

Note: See Chapter VII, Section A,
Item 1 for exceptions related to
use of this form;

9,
**

ETA Form 9061, The | ndi vi dual

Characteristics, Wor k
Qpportunity and Wl fare-to-Wrk
Tax Credits;

< ETA Form 9062, Condi ti onal
Certification, Wirk Cpportunity
and Wl fare-to-Wrk Tax
Credits;

9,
**

ETA Form 9057, Condi ti onal
Certifications by Target G oup
and Participating Agency, Wrk
Qpportunity and Wl fare-to-Wrk
Tax Credits - Report #1;

9.
**

ETA Form 9058, Certification
Wor kl oad and Characteristics of
Certified | ndi vi dual s, Wor k
Qpportunity and Wl fare-to-Wrk
Tax Credits - Report #2; and,

9,
**

ETA Form 9059, \Verification
Results, Wrk Opportunity and
Wl fare-to-Wrk Tax Credits -
Report #3. States have the
option of wusing or nodifying
the follow ng forns:

< ETA Form 9063, Enpl oyer
Certification, Wrk Cpportunity
and Vel fare-to-Wrk Tax

Credits; and,
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< QA R FAm F f9-(1_65, Agency

Decl ar ati on o] Verification
Results, Wrk Opportunity and
Vel fare-to-Wrk Tax Credits.

The appendi ces of this handbook provide a
suggested format designed to sinplify the
Condi ti onal Certification and
Certification processes. States my use
the suggested form | ayout and design or
may use one of their own, provided that
the chosen formincludes all the required
i nformation and satisfies the requirenments
of documentation as required.

*2. Reporting. The reporting and data
collection requirements in this Third
Edition of the WIIC and WW Tax
Credits' Handbook have been approved
by the Ofice of Mnagenent and
Budget (QvB) according to the
Paperwor k Reduction Act of 1995. The
OVB approval nunber (OVB No. 1205-
0371) is effective through June 30,
2002.
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D R MDEXT

21-days VII-13

21-days I1-12, 11l1-4, VI-5, VII-13, VII-24, VI|-25
Active duty I11-3, 11-13
Adm ni strative responsibility -2
AFDC 11-2, 11-11, VII1-28
Agricul tural Enployees 111-3
Alien Workers 111-1
non-resident alien I11-2
resident alien I11-2

Annual i zed i ncone VII-28
Assi st ance

benefits I1-2, 11-3, 11-9, VII-27
training benefits (QJT) 111-4
unit 11-2

Audit 11-12, VII-14, VII-15, VIII1-14, VIII1-19
Met hodol ogy VII-18
system | -3
Audit VI-4, VII-14, VII-15, VII-18, M1-19, VI|-21
VITI-3, VIIl-15, VIII-16
Met hodol ogy VI -14
process | -3
Audits VII-14, VII-20, VIlI-7
Breaks in Enploynent 111-11
Carryback 111-8, 111-9
Carryback or Carryover
[imtations I11-9
Carryover 111-8, 111-9, VII11-3
Certificate of Mailing VII-22, VII-23
Certificate of Mailing VII-22
Certification 1-3, 11-12, 11-19, VI-1, VI-5, VII-11
Certification VI-3
CERTI FI CATI ON PROCESS VI| -1
Condi tional Certification VI1-8, VII-9
Condi tional -Certification I1-12, VI-6
Conditional -Certification VI-5, VI1-9, VII-11, VII-
15, VI1-17, VII-28
Condi tional -Certifications I1-15, VI-5
Cooperative agreenents VI-6
Credit
Unused Credits 111-8
Credit allowed I11-5, 111-7
Deferred Adjudication I1-4, 11-12
Denials VII-14
Depart ment of Labor
adm nistrative responsibility -2
Department of Treasury |-2
Designated Local Agencies WVI-3, VI-4, VIII-3
Desi gnated Local Agency -3, 11-15, 11-19
Desi gnated Local Agency -3, 11-12, 11-13, VI-4,
VI1-22, VIII-4
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Docunent ary Evi dence\I 7
Docurrentat%/on -3 D RZA F T
Docunentation VII-8, VII-10, VII-11, VII-13
Economic Eligibility Determnation I1-5
Eligibility determ nation 11-19
Enpl oyer Representative I1-13
Enpl oynment and Trai ning Objectives |-3
Enpl oynent peri od

m ni mum enpl oynent period 11-12
Enpl oyment Starting Date 11-13
Enpower nent zone 11-6
Enpower nent zone 11-8, 11-13
Enterprise comunity 11-6, 11-8, 11-13
Evi dence of Mailing VII-22
Ext ended active duty I1-3
Ext ended active duty I1-13
Family I1-13
Farm Labor Contractors 111-3
Hi gh-risk youths (D) 1-1
Hre date 11-13
Hring Date 11-14

| ncone 11-2, 1I1-2, VII-27
docunentation VII-20
Fam |y Incone I1-16

| nconmre VII-28
I nternal Revenue Service (IRS) 1-2
adm nistrative responsibility -2
I nternal Revenue Service (IRS) VI-1
IVWRP | 1-7
Legi sl ative Authority
Smal | Busi ness Job Protection Act [-2
Legislative Intent -2
m ni mal burden |-2

LLSIL VII-28

Menor anda of Understanding VI-3

M ni mrum Enpl oynment Period 11-14, 11-19, I11-4
NepotismI11-10

Non-Certified Individual I1-14

Notification of invalidation VII-17
On-the-Job Training 111-4

Participating Local Agency I1-14
Postmark VII-22
Postmark VI1-24
Power of Attorney
Form 2848 11-13
Power - of - Attorney VII-29
Pre- Screening Notice I11-4
Pre-enpl oynent Period I1-15
Pre-Screening Notice VII1-10, VII-15, M 1-23, VII-24
Pre-Screening Notice I11-13, 11-15 V-1, VII-11-M |-
13, VIl-16
Pre- Screening Notices VII-29
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Public Law 104-188 1
Qualified ex-fel onD(CR-A F T
Qualified food stanp recipients (G I-1

QatfiedtVvV-ATeciprents {A—1=%
Qual i fied sunrer youth enployees (F) I-1
Qualified veterans (B) I-1
Qualified Wages 111-1
First Year Wages I11-1
Sumer Youth Wages [11-1
Quality Review I1-19
Rai | road Enpl oyees 111-3
Record Retention VIII-3, VI
Record retention VIII1-3, VI
Regi onal O fices VI-3
Rehires 111-11
Reporting VI11-20
Resident alien I11-1
Resident alien I11-2
Retention period I1-14, 111-4, VII-11, VII-14
Retention period IIl1-4
Reval idation VII1-9, VII-28
SWAs | -3
Smal | Busi ness Job Protection Act I-1
Successor Enployers 111-11
Target G oup
menber of 11-14
Target group designations |-1
Hi gh-Ri sk Youth I1-6
Qualified Ex-Felons 11-4
Qualified Food Stanp Recipient 11-9
Qualified IV-Arecipients 11-2, 11-11
Qual i fied Sumrer Youth Enpl oyee [1-8
Qualified Veterans 11-3, V-2
Vocational Rehabilitation Referral 11-7, V-2
Ti mel i ness
21-days VII1-13, VII-24
Certified mail VII-25
Post age neter postnmarks VII-26
Regi stered mail VII-25
Special Rules VII-29
Tinmely request VII-29
Title IV 1I-2
Trade or business enploynment wages I11-4
U.S. Departnent of Labor VI-1
Validity period VII-28
Verification I1-19
Vocational rehabilitation referrals (E) 1-1
Wagner - Peyser Act 1-3

I'1-4
I'1-4

Wagner - Peyser Act 11-13, VI-4
Wrk release I1-20
Wor k Suppl enent ati on Paynents I11-5
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APPENDI X | —* Current Deqa aAonF T

* 1. Job Creation and Worker Assistance Act of 2002 (P.L.

107-147). Sec. XXXXXX.

2. Tax and Trade Relief Extension Act of 1998, part of
the Omnibus Consolidated and Emergency Supplemental
Appropriations Act of 1999, P.L. 105-277, Sec.1002,
“Work Opportunity Tax Credit” and Sec. 1003 Welfare-to-
Work Tax Credit.”

3. Conference Report to H.R. 4328, Making Omnibus
Consolidated and Emergency Appropriations for Fiscal
Year 1999.

4, Taxpayer Relief Act of 1997, P.L. 105-34, Title VI.
Extensions, Sec. 603. "Work Opportunity Tax Credit" and
Title VIII, Sec. 801. "Incentives for Employing Long-Term
Family Assistance Recipients.”

5. Small Business Job Protection Act of 1996, P.L. 104-188,
Subtitle B -- Extension of Certain Expiring Provisions, Sec.
1201. "Work Opportunity Tax Credit."

6. Internal Revenue Code of 1986, Secs. 39(a), 51, & 51A, as
amended, 26 USC § 51 and 51A.

7. Food Stamp Act of 1977, USC, Sec. 2020.

APPENDIX Il - WOTC/WtW Administrative/Processing Forms

1. ETA Form 9061 - Individual Characteristics Form (ICF),
Work Opportunity and Welfare-to-Work Tax Credits.

2. ETA Form 9062 - Conditional Certification (CC), Work
Opportunity and Welfare-to-Work Tax Credits.

3. ETA Form 9063 - Employer Certification (EC), Work
Opportunity and Welfare-to-Work Tax Credits.

4, ETA Form 9065 - Agency Declaration of Verification
Results (ADVR), Work Opportunity and Welfare-to-Work
Tax Credits.
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APPENDIX III -

APPENDIX IV -

APPENDIX V -

ET HANDBOCK 408

1.

*2.

*3.

ETA Form 9057 - Report #1: Conditional Certifications
Issued, Work Opportunity and Welfare-to-Work Tax
Credits;

ETA Form 9058 - Revised Report #2: Certifications'
Workload and Characteristics of Certified Individuals,
Work Opportunity and Welfare-to-Work Tax Credits;
Revised Instructions for Quarterly Report No. 2, ETA
Form 9058;

ETA Form 9059 - Report #3: Verification Results, Work
Opportunity and Welfare-to-Work Tax Credits.

Miscellaneous

Lower Living Standard Income Levels (LLSILs)

2. Federally Designated Empowerment Zones & Enterprise
Communities, 1997

3. Federally Desighated Renewal Communities, 2000

4, Memorandum of Understanding Between Job Corps and
USES/ETA

5. Job Corps Participating Agency Codes

6. Sample Letter To Be Sent to Employer (Notice of
Invalidation (NOI) of Certification Work Opportunity
and/or Welfare-to-Work Tax Credit(s))

7. Policy Resolution/Appeals Submission -- Suggested

Format (WOTC/WtW Program Inquiry)

IRS Publications/Forms

1.

IRS Form 8850, APre-Screening Notice and Certification
Request for the Work Opportunity and Welfare-to-Work
Credits.@

IRS Form 2848 and Instructions, "Power of Attorney and
Declaration of Representative.”

IRS Publication 334, 1998 Returns, " Tax Guide For Small
Business.

IRS Bulletin - No. 1997-41, October 14, 1997, Notice 97-
54, "Work Opportunity Tax Credit and Welfare-to-Work
Tax Credit, pp. 7-8.

-107 (R-8/01)



* WOTC - P.L. 107-147 ET HANDBOCK 408

5. IRSMWRelﬁe - 96-'41, September 26, 1996,

‘Employers Can Get Credit for Certain New Hires.”

6. IRS Bulletin - No. 1996-42, October 15, 1996,
"Work Opportunity Tax Credit: Notice of Transition Rule
Under Section 51 of the Code," Notice 96-52, page 8.

7. IRS Bulletin - No. 1996-46, November 12, 1996,
"Date of Birth, IRS Form 8850," Announcement 96-116,
page 12.
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(Sa@:leEQett 'I;FBe'lSent To Employer - Return
ed)

Receipt Reques
NOTICE OF INVALIDATION OF CERTIFICATION
WORK OPPORTUNITY AND/OR WELFARE-TO-WORK TAX CREDITS
Re: Employer’s Name
IRS Identification No.:
Address:

Dear (Employer's Name)

The individual identified above was certified as meeting the eligibility criteria of the
Work Opportunity Tax Credit Program, and/or the Welfare-to-Work Tax Credit,
Section 51 and 51A respectively of the Internal Revenue Code 1986, as amended) on
(date of certification). Subsequent review, however, reveals that this employee,
(name of employee) is ineligible for purposes of the WOTC___ or the WTW____ tax
credit. Accordingly, you are, hereby, notified that the Certification for the above
named employee has been invalidated, effective upon receipt of this notice. A copy
of this notice has also been forwarded to the Internal Revenue Service in

Washington, D.C. for their records.

(Authorized SWA Official's Signature)
cc: Internal Revenue Service
Participating Agency
SWA
File
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(Policy Resolution@pﬁ Sﬁmiﬁon '-|'Suggested Format)

WORK OPPORTUNITY AND WELFARE-TO-WORK TAX CREDITS' INQUIRY

REGION: STATE: DATE:

CONTACT PERSON:
TELEPHONE #:

REFERENCES:
(You may cite as many as a re necessary. For example: Handbook, Legislation, IRS
Rules/Notices/Publications, etc.)

RESOLUTION/COMMENTS:
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